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Gobdwill,inﬁuétries fs) Ameriga, Inc.; is éedicated to enriéhing the

4

, . B} . > . .
ﬂivas of handicdpped feople through improvemént ‘and delivery of rehabili- '
R t

~ .
. . < ' Lot
. - L)

tation services<” ) o !

- v
.

It has been found that often a rehabdilitation staff expends effort

) : T "~ ) : . . ‘s
- - JAn argts that do not directly benefit the handicapped clients served.
. ' A ' .- Y
The rehabilitation workshop manager has neither the information he needs .

~

} -~ . <. - o
*  to make sound administratdive decisions, nor statistic

’ -

»
at hand to measure

" the outcome of his décisions in terms Qf servicQ'to

~

: N J
he handicapped and

.

.

- o 'financial.resources ne;Led to deliver the se}vicqg These limitations work
. - . ’ - . . v

. against'effectivé'and~effitient programming. : ' N P
L ; S S :
’ It has been the goal of this project, with the Uniform SocigzEcqnemic Y\

»

.

i .
| 0

Riporting System being the dfirect result, to dev¢lop a management informa-
i

L tion system‘which will ‘allow agencies with ‘similar functions to benefit by -
' Y o » - .
N direct compatison of existing financial.and ‘statistical inf@%mationﬂ, It
o a "
is now possibie through utilization of\the system to determine the cost-
- . . h . AN
effectiveness of programs and to carry out uniform.program budgeting and
. A . . L ; .
forecasting. . . .

.
, -

©

The Uniform'SociOJEconomic‘Repoé%ing System can be useful in assist-

‘ing manégers in ofgé&iéing, improving and controlling the delivery of & ? \
needed services. Lt is our hope that it will become -an integral pa?t of .

, - oL . _
tPe‘rehabilitation communitx's capability fer improving the quality of

)

» '
¢

‘ ‘a life fof\peoplé who, are héhdiéappea, ;}sabled‘or sgcially disadviintaged. ‘ .
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MANAGEMENT INFORMATION SYSTEM FOR FACILITIES

Il ’ . ’ ! / N
o / . - D FINAL REPORT

. " I. INTRODUéTlON e

Background and Previous Work bone

The pu%llcatlon of the Standanﬂs of Accounting and Fin\nc1al Repo

. “out the need to develop a workable management -information system #hich

-~

l%
« With this purposesin m1nd GoodWill Industries of America, I
\ ¢ "’( 3
and received a planning grant frops the Department of Health Educatlon, ) i

v . and Welfare to conduct a pilot project from May 1966 to Ap/dl 1967. The .

F] -~ - kY

B processing equioment to more rapidly collect and'di“oemlnate(inrormation. : '
. » "‘v - o Yo : * i ‘ &

During the course of the oneqyear grant, the oroje#t staff wrote 2 Manual

" 3 .
- ta ry'ﬁ%alth and Welfare }Eenc1e§? - Y
L - "
- . ‘ To further démonstrate the feasibllmty of wthis standardized report-

ing System, it was insta¥led at the Goodwil facility in Columbus,Ohio

Y - -

- ,on a pilot basis. The plann1ng prOJect ended with the strong recommenda-
) ~ . / t, \
N —

" tioh that a total management informatlon éystem be developed and made ,

;A
A . ‘ /, ‘q

~available to rehabilitation agencies and/workshops around the country.

Secondly, the prOJect staff determ1ned/&hat electron1c d@ta processing »




E

‘\ . - i -

. L e - e
is the most efficient meahs of reporting financial and statistical infor-
Y N . B o . .

mation among dgehcies and on a national basis. The project demonstrated -
- . a : '

| that the efficiency of reportingsagencies could be greatly increased if
’ . ‘ .
they incorporated uniform reporting of income and,expenditdres, improved .- .

A} . . - ‘ . i
methods of analyzing the costs of operatiog;, and inst®tuted strict e

. x

internal reporting controls. I&T s apparent to the prgjeot:.\ staff that *

. further development and refinement of the Standard Accounting System

-
. . »

} _ ‘ 3 ‘ . \ .
“should be undertaken. - This.was begun ir 1967 when the Vocational ‘Rehab~-

t B S

‘- ] . - 4 N ~

‘ilitation’Administrétion awarded a research and demonétration’grant to

+
. ’

.'Cpqdwill Industries of America, Inc. During the three-year\duraxion of
. @ : N

' the pxoject 2196]-1970), the staff set out’'to-establish a standard .
' M ’ . ) R Y ! .
accounting reporting system which would be applicable to all sheltered.
L4 , 4 .

-

workshops and rehabilitation centers in conformity with the Standards of

‘ . ' <o
‘ :t

h Accounting and Financial'ReSOrtiﬁg for Voluntary Health and Welfare Otgb-

.t

niéations. Whgn this task had bee% acmi'evedq the standard accounting
Wo— - - P N ’ ! '

reporting System was used. to accumulate and analyze the financial data

- p;oVided'byjllo local Goodwill Industries and the Detroit League for the

4

"' 'Handicapped. The daQa“were‘cbllectgd-ﬁnd processed at thé national hegd~

quarters of Ggadwillllndusgfiéé of'America by means of data processing
"équipment,‘the:éLppose beiné\tgiprovide the reporcgng agencies with usééﬁ
fu;'and\iﬁmély financial infdrmation for decision-making phrposes. _The
. pﬁéject‘staff explored and ulﬁimately developed management formulas;whiéh
‘ élloweé;comparisons of»égenciéé‘nationally, py regio;;’;nd.by gross voi-
ﬁ’upe doilap class. The formulas were made available ;o reporging agencies, -

- . . .
.

- . - P . B
permifting them to develop reliable costs of service comparisons by ‘disas

bility categgiy and by specific handicap -of the clientg served.
: : v
. It was apparept from the very beginning of the project .that the keys

, / «
o . -0 - oo
RIC + - : 4 Cy

s : - . ‘ .
N - hd . . - -
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3

"year period brovided participating agencies with a wealfh of valuable
R . ,

r - - . rl

. [y "

N '
to a guccessful outcome rested on the uSablllty of the Standard Account-'

\

1ng reporting system, the validity of the data which.was prov1ded for -

analysis, and the cooperation of the particidating,agencies to consist-
- ’ 4 . N
ently report financial informatign. The accoufiting system developed’
> - N ~ . “

- W
. . P

during the project had jimportant implications- for varipus agencies of
. o ! .

"
. ' ~

\ : ‘—r . 1" . l .
government at the local, state, and fational levelsysince it would pro-

.
3

vide them with the means to analyze an agency's efficiency of operation

and to document the costs. of services purchased from workshops and
. N . , ; N

* “

rehabilitation centers. Once the costs of services and ‘standards of

efficiency were developed, it was- believed that governmental agencies -

»
. " .

'couLd better project budgetary needs required to meet the flscal demands

. .

for rehab111tat1ng and_re@%aining the handic? ped«and could better alLo-:

‘ . ., O‘ . . . o

- cate their financial resgurces .to private agencies méking the most

efficient use of.these resources. o !

The Standard Acconnting Reportinglsystem developed during,the~tﬁree-‘

/ 3

information. The purposes-of the reporting system were 1) te provide a
PR <. . . ~ -
~ . { .
funétional fund accbﬂntin% system permitting like agencies with like
B 94 -

- —~
programs or supportlng serv1cés to -benefit by d1rect comparlson of finap-
¢

’ 9~"‘/
cial reporting; 2) to ach1eve.un1form;ty of classification, def%nition
: . N . v
> <

“and restriction of financialginformation to make it.meaningful' 3) to

,establisqrﬁnlform principles énd st?mdards of accountlng, and 4) to

i .
P} . ’

deveioiguniform financial statements which ‘will'present this information

gical,'infbrmative, and consistent manner.;'The'financial sub-
N
system was.developed before the stat1&t1cal subs&stam, s;nce“ltlwas felt
) <o . S p
that uniform financial reporting would be mere 1mmed1ately appllcable to

. l
in al

Y

%;enc1es than the statlstlcai system. Th&s;assumptionégroved to be
- . ... P . . n (

-



Cyir :

correct. The financial

» @

+

reporting system required that each participant.

) . : - ) . - . = . e -
submit on. a monthly basis standardized information concerning, revehue and ‘¢

~

: " ‘ ) RN
\ expenditures. . Specially dgs}gned computer input forms were;éuppiiedQFOf

each agency for transmitting the data to Goodwill national headquarters.

The project staff reviewed the agency's input information for
Ject P

’

“‘and completeness and monthly reports were returne% to part'cipa§in&faggmm

et

accuracy,

- A R
]

~

cies. Analysis of the dgta'produced the fQllowing detaile reports:’

. - 4 ~"
1) A Monthly Petailed Comparative Report Lo

.
B . 4

2) «-A Monthly Summary Comparative Repoft

< : . 3 A Monthly Operating Expense and Revenue Report

The basic documentation and explana

' [}
~ +

A
tion ofythe reporting system
- ¥

\

P

developed

provided in the Manual for Financial Records, the

»

- durimg the' project i?}

'~ first of. a series of_mahuals to be published for general use.

4

* ) ~ : . ' . '. .“
3 was an integral part’ of -the emerging management information system known

s

as USERS~-The Uniform Socio~Economic Reporting éystem. USERS was designed /

for use in health and welfare agencJes‘which provide, support;

This Manual
>

or super-

A

. 14

) " . ’ . -4 . ¢ . .
vise the services“necessary_to raise the socio~economic leve

a

1 of the

. .physically, ﬁentally,_economically\oﬂ'socially‘disabled who are unable /to

- “meet the sqocial or skill réquirémEnté of the society: \Fhe USERS manage-

basis for uniform languége among various compenent parts of the

d [

.

s%stemi Guiding the development of the USERS concept was” thesbelief that

. . .

-

. -

-

which 18 basically uninﬁprmed pf‘thé needs of dgencies t

v [}

' time ‘and money required to carry out-the prbégram setvices

/0 a socigty
&

«

T obligafions. . The USERS management information system p ovided the means

to accomplish this. . ' - -
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2 - Ihe pretiminary work on_the USERS\financial subsystem ended in .

- v

» . ¢ June 1970 with the 1mplementat10n of the Unlforﬁ»Flnanclal Report;ng

A ) . Systém in’ 103 local Goodwill Industr1es and thirty-ohe (31) addi~

t10nal‘agencies outside of the Goodwill organization. (The Un1form \\y

Financial Reportlng System was a rev1sed and more comprehens1ve
R version of the Standard Accounting Reporting System)Q The three year NIV

_research and demenstratlon grant prov1ded an excellent foundatlon on—
v a . ,
. . o wblch to construct the second'subsystem~of USERS—mthe uniform statis-

tical report%?g system. ThlS stat1st1cal system~wou1d be des1gned to ‘ o

- » - -

, - 1ntegrate the f1nanc1al 1nformat10n with stat1st1cal data regardlng o
L v . o = Y o R .
Jer . c11ents,'e.g., character1st1cs of clients served, types of ,services . <
! ‘ : . - \w .

provided, etc,v It was believed that an integrated financial and statis-

. - v . 7
. .

» ‘tical information system would form an extremely flexible. and usable

. management” information system to meet the needs of the health and~weLfare

\ b
community. ) . . ] o A

) v L4

R C e ' Statement of the Problem . .. !

T . )

\ Very l@ttie .work hﬁs been done in the area of developlng management“

3 . _ A

information systemsffgrqgse in heiith andJWelfare agencies. ,Ofie of the L

* A [N . o
- ‘ /fw_: ~
first efﬁorts to meet the 1nformat10n needs of these agencles was thf W

~ s/ . \ X *
deskgwrandvimpiementatlon of the USERS Uniform F1nanc1al Accdﬁntlng ,

.-, -, ‘>
‘ Systemr a funétional fund~accounting sygtem based\on‘theaStandards of ’ Sy

¥

R . ‘ N .
AccountingAand Financial Reporfing for Voluntary Héalth and Welfaré,Qrga- a

- ' » nizations. While the Uniform Financial Accounting Sygtem laid a solid.
: s B s ! -q»/_“ - ) . t B . LN ) ' | . ’
. . K\f/ognd_ation for financial. repdbrting {n health and'welfare agencies, it did -
- L] v ' ' + " ’ ) . -

>

not provide & complete managehent’informatibn'system which could be - -

. < * * N r -
. s Do - . 2 . -

. fdopted by any agency needing financial and statistical informatihn. The,

‘. 7 4 . 14 u '
- i . M X i} '. } (v. ‘. : .
* missing element-was a uniform statxst1cal§report1ng system which could be - .
R . . * . - . - . -
- » . - ’ : '
u Y - »
! » . ~ ) ' ! ’ ,
; S %0 | o
» Q : . : . - ¢ . / )
Wi;ﬁﬁ - ’ ’ ' o : )

LT e
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. tion. o - 0 . , .
’.A!/‘\L . "{\ \\ - ‘.' ~

v possible effectiveness of servi

ERI

co © . The 01rector of ‘any health. and welfare _agency is confronted w1t‘

4 'probLem of detérmlnlng and controlllng the overall performance of hlSl

. \ clients served; 3) statistical data relating the specific client disability

. ’ e . o S '
integrated with the financial reporting system to provide marnagers with B
N . N . A - [

vital data regarding the effectiveness and efficiency of their organiza- - . .

.

e
S , | :

/
' -

organization. He must be aware of the activities and Levels of @erformance -

o . . . S
N w

‘ - . . )

. of 'his staff as ﬁSey provide seyvices to clients. “He must ‘be able to eval-

. - . Tt g _
_uate the effect1veness of the services provided and he®mwmst be able to e

L 3

.

document and Justify the costs of service when he rgduests . fees from state |

. \ - »
rehabllltation agencies. | - . ' ‘Q .

‘Mény smhall agenciiééﬁrq'gnable to prov1de the full- t1me services of = - a
. - ﬁ . \ :

' .a staff person to ags&st qhégmanager in the control function, and many .
. K 2 f [ . ) *
Targe ‘agencies cannot,be.effectively or efficiently controlled soleLy by - BN
~ s . * . L2 -

- »

3

.
*

+ 'personal contact of a staff peraon.on a daily basis In order to exercise : oL F

. '&he_greatest possible control over the intererelated components of his

13
[ ~ ,
agency, a manager myst have current gnd valid f1nanc1al as well as statis-

of

tical, information,neadily availab

o/ to aid him in'obtainigg the maximim

to the population served.

.

A uniform management infdrmation system combining financial reporting
‘ -

) with¥gtatisrical information; is ¥ne of the most important management tools

n_provide managers of heaIEh,and welfare agencies, large or small,

e L \ . ; ‘ / . . .
with tHe- information necessdry to exercise maximum administrativeg control.

' A wellldesignedvmanagement information system must be capable of.providing
] P L ;
. \ S /o .
‘managers with the following types of information:.ol) financial data con- J
- /- - . .
cernlng costs and. cest- beneflts of the services offered by the agency; .

»
v ’

- ’ <
‘% * 2) statistical data concerning the numbers and characteristics of the , .

v o - . -
. .
\l .
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‘categofieséto the overdll costs of the rehabilitation services provided;
. « . .- % . L . . .
. - e . ‘9,. . \ e
mlo financial aad statistical data showing. the relationship between the
. O~ e .8 - o :
input of manpower and financial resources and ,the outcomes of the rehab-

-

r : ) - - - Lo
iLitation procesgt as measured,by program efficiency and effectiveness;

and 5) f1nanc1a1 and stat1st1ca1 1nformatlon to perm1t the setting of
. A
. . -
equltable fees for services proﬁlded and -to support prOposed adJustments

.or mpdifications in the established fee structure. These,are oniy five

N ’ ’ ‘ E] ]
of the maJor 1nformatlon needs of management wh1ch ;equlre va11d\and
-

t1me1y factual 1nformat10n. Many other information needs exist for a

» . . . , @

manager to eXercise appropriate controlgover the operation_of'his agency.
) exXi i e < ol >
’ C N . . o ' '
(Statlstlcal reporting systems, which form an integral part of any
PR " . . Lo
- . . . + “ R -
o management informatiom system deSdgned to provide managers with program
N - o ) \ . N [}
[y . 4 ' 7. .,

information, have been in limited use among private rehabilitation . -

\

LE 2 / ) . -
, . .

‘workshops. At the beginning of the project, only one statistical , _'::

. ’
.

reporting system had been developed specifieally'fo;‘nse inlprivate

'rehabilitation facilities. This was the Reciproﬁal Reliabilitation™

Reportlng System (3R) adm1n1stered by the Rehab1L1tatlon Services Admin-

] Py e 6 te -
1stratlon of the Department of Health, Education, and Welfare. Thej3RL

PP . R \

system, first begiin in 1968, was voluntary in nature and reliedvon the °
N . L] R - . !
: . St
cooperation of private rehabilitation agencies and workshops for parti-

R Y

cipatiori. At the present time, the Rehabilitation Services Administra-
- N ] . N v [ .

¥ Al

. > tion no longe}.administers the 3R system, and it Sseéms doubtful«that it

3 . L 4 L
L]

i
will be reinstituted for use am?ng rehabilitation ﬁac111t1es. In 1970

-~ »
” L -

the Rec1proca1 Rehab111tat10n Reporting system had approx1mate1y EDO of -
the estimated 2500 workshops and rehab111tatlon centers part1c1pat1ng

regulariy. The 3R system did not attempt td\gollectv&nd1v1duallzed -

n o
-

client cost informatlon, an essentlal elemenéiln the development of a
Ay ) * .

' * N -

-

.

)

"
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’r

the 3R statistical re-

- -

‘uniform management information system. However,

,

porting system served as one, of the model$ in designing the USERS statist

: v . Y N
tical- reporting systea?h The basic problem encountered by the project ‘
» » ( .
staff was the total lack of a,working'reportiﬁg system which ﬁight be/f; o
It became ' - ‘ '

1ntegrated w1th the Unlﬁerm Stat1stlpal Reportlng Systgg

- A - . N
- - »

¢lear that a totally new stat:stlcal system needed to be developed

- * \ i

« - P

. Specific Purposes of t%g Project . ‘ .
& - * h . R

It has been the gdal of” the projeet.to develop” & uniform rﬁanagement~ X : -

information‘system, comprised of the'functioﬁal fuhd-accounting system ’ '

v—_‘ « .

developed undet p{oJect RD 2501 G ,and the statlstlcal reportlng system ' ’ ,

- . ’

(hereafter referred to as the Cllent'Record System) developed durlng the

" o - '

past chree~years. The purposes of the uniform managegent ingormationUSys-

tem are:
2y
~

fee—setting techniqdes;"ﬁg to establish uniform service information tech-
. — )

1) .to establish‘unfform budgeting and forecastintheéhniques; .

$o establish uniform cost effectlveness techplqueS' 3) to establish ' .

niques; and 5) to establish recommended management control systems .for *

’ v .

voluntary health and welfare agencies. ‘
. - < . LA

o )

‘The uniform management information system can be utilized to assist
‘ ) : e

a voluntarxihealth'and welfare agency to: 1) nealistigalljfgrgjec@égﬁd'
support itSugpdget'and service needs based on a uniform reporting system;

2) establish acceptable uniform fee-setting techniques to document actual.
3 ‘ ! . . / BN . .
service costs; and 3) assess the effectiveness and gfficiency of the

' . “ . e

agency's program of services. The network of state rehabilitation agen-

cies can also benefit directly from using this management information

N ~ '
N .

system in two major ways: 1) proJect and support their budget and Serv1ce n

needs i dollars before. the1r state legls@htures' and 2) evaLuate the cost, ;o

- -

- v

effectiveness of'agencies from whom they purchase services. o

. . /\) o ’
A3-s-. . | o

“ . ’

4
7
i
}
l
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t : S ) - : o } :'
Agencies of the federal government can make practical use of the

L)

,USERS management information system in that they will have valid'and com-

.
. . A ~

plete. information on which to Project and support their budget and service

needs in dollars (before the,Congress of the United States) based on re-

3

The'

. .

ports from the state agencies where the USER system’is’operationalr
: . . . » - -!-i.. N - ' .
information provided by the USER System will also enabIleederal'aancies

\
v

to evaluate and assess service cost variatidns due to regional differ-

' * . ‘ . .
. ) . v
[

ences,

Upon .request,

1

approoriate documentation through wratten’manuais;

procedures.and data processing dohumentation can he providedhto any inter-
'ested agency"or organization wishing to impiement UéERS. ‘The assistanée' ;;;
of project staff w111 also be available: to workshops and rehabllrtatlon

t

fac111t1es.A A vital e1ement in expandlng the usage of, the USER un1form

management 1nformatlon system is thorough disseminatign of the results of

the study to the various agencies of government, edycatjonal institutionms,

- national rehabilitation organizations, and other interésted private and

public institutions. - . ' - ' . .

The_reeults of the project will have far-reaching and important”

L

- s

1mp11catlons fbr the varlous sectors, of " the health and welfare configura-

L4

tion. At ﬂhe local’ agency 1eve1 the uniform management information B

system can provide an agency manager with the data required to evaluate 7 -

the effectiveness of the various programs and services. With this infor-:

mation, he can determine the mest effective service delivery systems

~

available to the clients served by the agency and dhoose where the primary -

. . . ,
. -

This determination will permit the maximum utiliza- . ~

.
N

emphasis should he._

o

tion of the often limited financial and manpower resources available to -

deliver effective services to the handicappeg. .
) ' i ¢ ' o . ' >

' -0 . . .

agency budget size, and other criteria. - o o

a
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#° Cohmunities Where workshops and rehabilitation centers are 1ocated

: .
' .

can use thé’data genepatéd from theVUSER system to dissemlnate uniform,r

hd o -
<

reliable, and valid informatron to the éublic pertaining to the delivery
of services to'community rbsidents: ~Through this process of adcounting

" i .
& . Q‘L . \. »-

T for-the'expenditure'ofApdﬁlicly donated resources, rehabilitation agencies

: . L . :

. Y . ) , : , ‘ . )

L Will be able to. mobilize jand maintdin comunity support for the continued
.. * . . ) T K - oL ‘ ) a",

operation of their programs. ~ ' ’

State and regionalhgovernmental-agencies can most‘effectively.monitor

0
» e ~ -

S

and evaluate the ongoing programs of 1oca1—agency programs through the

~

ana1y31s and assessment‘of information gathered by the. USER system. .The
| [’
data prov1ded will all

‘1\"
them to identify the strengths, as well as the

s

n addition,-budgetary’requirements at the loecal,
‘ . e ' & . ks

! . N L.

. , . . w . [ . . M .
State, -and regional levels:can be realistically developed, using the cost

‘data provided by lécal agencies. . : L - _f‘. © Al

The oderallcd%?ébtion of the vocational rehabilitation program can’
) 7 *__ . N o‘ ,‘ ”

;Be strengthenedga$ the national level;through.the formnlation’of objec-

o - . . - ’

tives and goals directedttoward 1oca1 agenc1es prov1d1ng the serVices to

«
- ] . - .

the handiCapped. This w111 be poss1b1e because accurate information re~ .
N } . Al E . .

Ll

garding local, private sheltered.workshpps and rehabilitation centers will

beﬁavailable through the'implementation of the USER s§stem. National
nrehabilitation organizations will be able toﬁcompare agd.contrast the

. .
- : [

Jcost=~ effectiveness of programs under their\general direction. Funding

requirements ¢an be projegted in a realistlc manner on the’ bas1s of actual

P

_cost data gathered from

C g
o

\i

’

«

N

»
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. ) . LR h ‘ L
. AU ’ . . ‘ ,
e . At the federal levgl, collection of uniform financial {and statisti- !
.l o cal data from private and publigly operated rehabilitation agencies will

~ LT ' - ' .
. enable federal agencies to determine accurately the needs ,0f the popula- .
~ tion served. . There will also be the capacity to compute the cost of

- - L

: . . 3 9] ‘
. \ services and to project the resulting benefits which have accrued from

" the expenditure of public fuhds in terms of meetingxthe‘needs of the -

S e . . ST ., - s \
. ‘target popu?ations. .. ¢ o . o . %

. 3 | ] . N ) i . . \
Ultimately, the prime beneficiaries of] improved service delivery~: s

systems‘&ill be the handicapped population served by‘tehabil{tation

' centers and sheltered wdrkshOps. Through the 1ncreasqd eff1c1ency in

3 - -
-

it

. . operat1ng a rehab111tat10n workshop,, managers can provide more, comprehen-\

.o B -
.

= sive services tg/fﬁe handicapped,'and,\ho»efully, more effective services

'’

A as well. ' S .
’ * ' ' Y . ° - L .
L4 - . _.;_y ., . . - N ) )
v . Rev1ew of Relevant Literature?'v”{q

Rev1ewing the ava11able llterature regarding managemeat 1nformat10n
- - - a >

systems" for use in health and weLfare agenc1es was a relat1vely easy task

sjidce very few reporting systems have beén developed to meet the specific.
4 N . e ' +

i
o ¢ f b v .

nformation needs of the.sheltered'morkshop angd rehabilitation facility.

/
N P

. / .
The early attempts to develop and 1mplement a'system of " management 1nfor

i

matlon generally»proved unsuccessful but ,a 'reat deal WCS learned ° conc rn- -

+ )

o tion however, was found co2f6?§;ng financ; al and stat1st1ca1 systems

could be incorporated into a'management - nformation‘system for use inf .~
. a

"

/- manE@r that would permit~hroad appli

-7 . . . ."
%étion to the problems of the.r

.

3
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N N .
Ay .

easily umdlfled to fit within the parameters of the part1cular agency

/;1ng it.
o R e

4 ’ . . ‘
The document which served as the basis for the financial reporting

.system was the, Standards of Accountlng and F1nanc1s4 Repoxting for Volui-

tary Health and Welfare Organlzatlons, publrshed bﬁ the Natlonal Health °

Council and.Natlonal Welfare Assembly in 1964. This puqlication)laid ou&\{\

the theoretlcal framework around, which @he financial system wads built
J L] 4 -
through the process of fié¢ld-testing and feedback mod1f1catlons.
]

The stat1st1cal report1ng system was based on the, Federal Sta

”?

e Proﬁ .
N — A \ . ’

™ 4
gram of Vocational Rehab111tatlon \- Case Service Report. It was ngcessary
.9 - ” - \
to thoroughly analyze and evaluate the contents of tife Cas& Service Report
\ M v [J
(Form RSA-300) to determ1ne the 1nformatlon 1tems@¥h1ch should be’ kep nd

- > . - -

[

those which could be eliminated. The " 1nstructlon manual accompanylng the ‘

Case Serv1ce Report was also reviewed since the data gather{%g 1nstruments
Ll .!)' - .

are only as good as the instructions wh1ch accompany'them. This review of.

the exlstlng "11terature” on statiseical and f1nanc1al reporting Syst%ms

- N, e a j

lso led to an assessment of the Reclprocal Rehab111tatlon RepOrting.

(3R), which was initiated under the direction of the ehabilitagion Services
. /\ ) 4

[}

Admlnlstration of the Department of Health Educatlonl and Welfare. - This

- 0 5

> re

client record system was developed specifically for use in private rehabili-

. . .,

tation’workshops and -was voluntary inwnéture. ;Approﬁimately 500 qf the

estimated 2500 rehabilitation facilities\in the- United States, at one time
o

or another, part1cipated in the 3R reportlng system. The Rec1procal Rehiab-

o » »

1litatlon Reportlng system did p;gve useful in settlng the. parameters of
-2 . 7 . .
informatlon wh1ch the project wished to collect.

- - o’

B
“F
N




o ‘

' sy%éep could be over-developed in relation to the reporting needs of the
M . o N N < .

agencies, This statistics program resulted from'a re earch and demon-
g . : prog ‘ res

&

stfation grant from the Social and Rehabilitation Service, DHEW, and set

‘ up a prototype model of reporting that caﬁtured a wealth of clinical
| .
1 | '
\\\ '/ information concerning ¢lients served.in rehabllltatgqn facilities.
1 . ' P - ®

i . H
> i
. ~ N

Elaborate coding systemf were designed to collect as much ‘information

N . *,

as possible on the transmittal forms. The amgmnt (I Search time requirad

1 -
i

" to locate these codes and thg level 6f judgment required to properly

classify the particular client!s characteristics tended 'to work against
N : . ]

. ’

The orientatijg

easy utilization of the system. of this reporting system

J <~ . . , ..
'ortant‘clasSificatipn v

was primarily medical, but it did combine i

3 .

A thorsugh analysis

schemes into the vocational rehabilitation approach.

w

-/ . of?tbe Rehabilitati'on Facilities Statistice Program'was a beneficia;

U % . - éxercise since it helped the project staff to remember that reporting
/ I e . ' N A

N *Goodwill Industries df America, Inc., developed a'ahmmary statis- .

r“ ”Q/

F tical reporting system, Selected Service Statistics, but it did not=®

system which has limited usability is of limited value.

) attempt to gathef individual client.information or the costs of services. .

o ' These major statlstlcal reportleg systems for hea{jh .and ‘welfare agencjes

“were carefully examlned from the standp01nt of types of information

- . requ sted and methods of data collection and analy51s. 4This rev1ew _ J

' process,proVed‘to be extremely usefpl as the USERS Client Record System

’ L B .
i . »

© - took éhape. It allowed the projéct staff to select 1tems common té all N

[y . e

. systems and to add ,missing elements which were judged important fdr a

L comprehensive management information system,

[Aruitoxt provided by ERIC
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Q « . Brief Description of the Setting °

-
-

. .
S
The entire project staff was lbcated at the national headquarters of
‘The‘Goodwill

.

-
3
.
L4

Goodwill Industries 9f America, Inc., in Washington, D.C.
national office serves a network of 155 autonomous local™Goodwill units
The adminis—

Y

Q g .
»
N -
and in 14 foreign countries.
k) coordinating

- in the UnitedlStates Canada,

’ ‘trative fundtions of, the nat;onal headquarters include:.

the services of' member units; 2) representing member units»to government . )

agencies and_private organiéations; 3) assisting in maidtenance oé sound
accounting and fLscal programs,lh) -assisting local Goodw111s n ai}.matters
e\handi-\ o

vol *f "

-/
related’to proVidung and maintaining rehabilitation §erV1C?S to 'th
capped 5) recruiting and training executives and staff personnel 6) assist-
king fn .-
B ‘A.

: >
ing in- developing new programs to help the handicapped; and 7) Ess1s

r

2 N
the development of public information programs.,
The national headquarters is directed by the President of GoodWill

Industries of Amerlca, Inc., through seven different functional departL
}%n and training,

P
~
N

' géneral ,

ments: finance and management 1nformation systems educat
' »

) /
resource development project deVelopment; special services and
i ' Many of the tedﬁ—

ity
and public relations.
loping‘the

rehgbilitation programs

counsel;
nical resources of the national headquarters were utilized 1n deve

:
-

management informatlon systems to augment the skills and'nbilities of the
L
- » Several

\
I .
During the final phase{of the three-year project

project staff

local Goodwill facilities directly partieipated by ‘critically evaluating
the Client RecorJ System that was developed This initial feedback“from

v’ -

~

the future users of the system helped to modify it and broaden its applica-
N .
. - . b

_bility.’

\\
~ .

«
i}

. :#f"l*‘ ~
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II. METHODOLOGY S

>4

‘ { . o .
‘system reliif heavily on the involvement, advice and; comments of\many “,// .
health and*Welgare agencies. The problems associated with developing the
RN . ' . . g )
Client Record System were primarily those’of determining what inforwation

~ . would be most.usefug and helpful to managers in exe;cising_maximum admin«~ -
. A » - . .

‘ < .
- © 7 istrative control over their organizations. After this determination had .. - X
r ; .
' been inade, the second obstacle was to design a data gathering system which -
- ‘.

v . P . r r >

) wou ld include thg necessary tyansmittal documents (forms), the insﬁinction
. - - / . : -

-

>

of reports and apalyses 6f data. o
\-\ . \/

tandals, data processing ;;bcedure85 and information” feedback to partici- Lot
- o . .

pating agencies in the form

“

rehabili&ation facilities and sheltered workshops: The‘methodolbgy ‘theres - —
. ) o .o C NE oo TS
. o iore'calLed for a fikld testiprocedure in a vériety'of differengﬁgettings

¢

. 8o that as many different conditions as possible could be analyzed to
assess the applicability and sabiliéy of the system.- -
. Y

n An investigative phase was vital to the. successful development of a
L X . ,'« - »

-

* " broad-base client record,.system. Approximately 250 workshbps and.rehab-

R : ilitation facilitiés were requested to describe their current.client

.
- . - . .

A

ttons to ‘the system to better meet theiriinformation_ eeds. The 250 res-

Ay

. , 3 .
Uniform Financial Reporting Sysgem. The sample was not representative

of the total rehabilitation. facility population._ Facilities without

e ' ’ ] .
some type of data-gathering procedures for clients were requested to

. critically evaluate the Reciprocal Rehabilitation Reporting System 3Ry - .
" , ! - R ’y @ ) “ . ’ -

v . - . =3




E

.faciligies with Ongoing client record systems ystggnot extremely satis-

—ffc%ient*—ﬂjmthe.deveiopment and implementation of a comprehenﬁlve and uni-

" . . R us

fied wyth the systems and des1red a more ¢éomplete reporting format, one
?y

which wbuld provl&g costs of- serVice on an indiVidualized client basis.

- -

Many respondents expressed the concern that’ they had - neither the time nor .
- . .

the technical efpertise to develop and implement such a sys@em. Facili-

ties without client record systems evaluated the* 3R system and felt thatd
FEER e : _ : : ©

but it did not provide the means to collect complete

-

]ﬁ had sqme meriQtK
. ‘ o
«cost information for the individualized services received by a client.

1 - : "

The -review of client informition needs revealed.several important facts ’
. : _—

y ‘.

1) client record systems'currehtly;available
. - v, [ T L

?bout client record syste
]

\

-

do not ade&nately fulfill the-management informaé?on needs of. many facili-
-2) the'major}ty of responding executiyesianqﬁmanagers expressed a .

L .

ties;

keen interest in ‘the cost of rehabilitation serVices for: an indiVidual o

Rl
—

.
v
'v . . .

form client reporting_system cannot be done,by the facility:staff- since

they 1ack the time and the. technical expertise to do so; 4) interest in a

° -

system which provides cost .of services for clients is directly related to

"

J . . -
M v ’ ! . } . - Y . -
Rehabilitation agencies; 5) the vast majority of faCilrtiFs responding to

AN v X‘k

the. Survey would seriously cons1der adoptingy a uniform clhent record system

[}
.
- N - -~

if it were made availabfe at a reasonable cost.

T N . N

At the completion of the review of user needs, it was decided that a .

N - .
] .

: : . .
thorough review of existing client record systems should be uj

-

. . .
This was done to determine the kinds of(clienﬁ data being co

at the facility level or at the state agency level. Two majox clientwrecord

systems Wére in use at that tine, the Reciprocal ReHabilitation‘Reporting

9 4’ L . Y ' '
. - i ]

. 16- .
2 |

. 4 . .
’ N ' N . -
‘. ~ - .
0o . . - . . .

o hd -~ Y
tbé‘establishment of equftahle rehabilitation fees with‘state‘Vocational )

~

Wettan,

e




) o e v o,
A . . : . ' e y
\» N\ B . o

l‘ A . n. . P 9

. . . . .ot
. > ot o So e . .

- o

System (3R) and the Case Service Report (RSA-300), a major part of the
) 9

., .Ew- Federal-State statistical reporting system of the Vocational Rehabili-
. oo ' N : . .
( o - ’ . 4 :
¥ tation program.- Each gystem had elements which could be of benefit in
Ay . v ‘

, . developing a unifdrm. client reporting system, but- neithét fully satisfied

.
. . »

w **the requirements of prqyiding maximum administrative control to facility
R ' ‘ ‘ * « ) - s - .
‘managers. Management control requires a knowledge of the specific coets
a i
(1n terms of manpoWer and materia.l.\Q for each serVice prov1ded a client;

-’ the'lengthhof time the services wer rendered‘ the oUtcome of the rehab~"

. . . -

>

. :‘ iiitation pr%eess and a unit-cost measure to determinr ;he costheffeg-‘

tiveness of the services prov1ded. A client rebord system st prov1de
. : . \"a"
_— these minimum information outputs to, the- manager if the system is to

-

N - ! - o

M o F prov1de us% le and helpful management information. . o .

e &

/ . Q o ~Tis .o

< The client record system which was to come from these 1nvestigative

. . R : ¢
- ) 4 b

. efforts had to meet one ma jor criterion--it had to be compatlble w1th the
- -t ‘. r . ,
” eXisting Federal $tate cllent record system (Form;RéA 300 Case Service
- # e s
Report) 1Y) th this in mind, %he prOJECt staff carefully reViewed the
reporting r quiremenSf of the Case SerVice Report including the: under-
. ‘) o

3

lying assumptions regarding 1t§ use, definitions and reporting proce-

dures. Meekings were held w1th personnel from two state Vocational

! . - -

o .o Rehabiiita@ion agencies vin an effort to discuss how the Eederal-State
reporting'syStem is used within;their stdtes. o ! C e

- . ) B . * . . . [3

. This Teview process_led the project staff to contact the Oklahoma
. ‘Publio Welfare Commissibn, SociaI and Rehabilitative §3rvices,'to gather
- , ; L

- . L information about the Oklahoma vocational rehahilitation statrstical
' e RS - o

! . reporting Systemg(RVS -105R and .105RX), which is 'similar to the Case1

\ .
. i Service Repoft (R~300). The project staff were also interested in learn-
/ v ing as mach as possible‘aboutlthe Ser&ice"Outeome,Measurement Project
. ° mhioh had as its two main opjectives (L the'development of a procedure :
- " ‘ . fﬁ,’%{ . ‘P'
o : . .- ~17~ "

ERIC .~ S 22 -
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. , -

for measuring changes in a clienbfs $ocid3, hysicalg emotional and voca-

-
t

s tional functioning, and E;) ghe developmentf of a brocedﬁre for- determin-,
. - ) . . . . y . . - s ) i ' .‘ ~° ]
. ing the relative difficulty of client caseg: These two objectives relat‘%K
: . . . . . . % ' . * ’ s
ed directly to the development of the USERS Clian Record System in’ .

.

R

Ageveral ways. A compleié clijrt‘reéo%d s stem,shoula provide. for rehab-
- - ° J :

ilitat?on outcomes which i?A'cate the rellative success or failure, of the.-
- = - ) * - : . -A
L) -0 ' . .= S T e LT ,
//. .rehabilitation prpcess. The reporting system mist take into account many
s . . . t A . -'
T ' - . . . sy .
different outcomes$ which indicate that phogress tpward & rehabilitation
R . o7 e, o "
. N , , . L :
d goal was madé or that praogress wgs not mafe. The Service Outcome Méasure-

e . . = I - .

*

o

' : : - . ' 4 . -y
mefit Project attempted totevelop alfernative outcome measures othér than
. . . . . B <. . RN
. A : \ . : .

the traditionél sﬁatusé§“26; 28 and 30 of the-Federél—Stqte (RSK£300)-

system. It is a widely accepted fact that rehabilitation workshops must.
LS . ' : : v T
expend -« great dea%'df'EZZ;i/iigancial and manpower resources when agtempt-
T . . - i ’ ¥ .

Also, the thances.

 irg to‘reﬁabilitaté a cliemtWho ié severely disabled.:

\ _
, of successfully rehabilitating him are much less ‘tian with a’less Severely
T - \ I ’ N ' d '
. . - ¥ I . B )
handicappéd client. The design of a Client Record System should somehoy

. Ll “1 "

take these‘factbrs‘intb acébunt showing cIeafiy Ehe,degreeiof.difficulty" ‘

s

asSociated,wi;h providiné,gervicés to the most severely disabled.' The

’

\

. @

Sexrvice Outcome Meésuremenﬁ Project ‘attempted to weigh the degree pf diffi-.

. . . N .- ‘ - , o

culty of the client's case, thereby adding an ed&itional dimension to the\.
. . .' - ‘ - s "

- management information available to managers and staff of rehabilitation

. .

s~ -

a”

. ~workshops. ' - . )
: . . " .
One of the ma'on'p;oblebs in adquing a case Qifficulty‘weighing

o

.
~

procedure is the high légel of soQQi?Qicatibn required to administer the . -
. NS o ‘ "

' . ., . ! farmal 1 Voo .
evdluation insitruments. Many_§m§£§&pr1vqte re 0 WOrkshops would

have_;ohgiderable difficulty in incorporating a system sucl
v - . < ¢ - ) o

. . . .
« Perhaps the gfeapest preblem with the material developed by the Service

1.as this.

v

FRI

s » e %

7 = . Y

S
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«

4 Outcome Measurement Project was the lack of validity regard1ng the data

' “) b gatheringpinstruments. These . concerns ult1mately led project staff to
K- AN ‘ - ‘ A
postpone -the 1ncorporatipn of these new approaches and procedures.

LY

- R . . »

. ( Y ThlS dec1s1on ‘was later proven to h? *the coqﬁdét’one. - ) . \
’ - : - P e\ . ¢ © ke 'c

~ -The State. of .QOklahoma however has developed a highly sophisticated’

&~
[ - R wr

Case Service Report based on the 1nformation requiréments of Form
t '\\ ~ RSA- 300 ThlS _system serves as one of the.épdel client record systems

- = T ' - -
T ) ‘ for.Federal- State stat1st1cal reporting. Mhny of the)reporting proce~

N

% . -
- .« .

& dures and data 1tems gd beyond Ehe requirements of Form RSA-300 | in that” % %

- o P N s

& . : K . .
] -
;) 1nd1v1dual cost data are collected on a service- by—serv1ce ba81s. " This ™
4 . R
N\

o bd L
procedore permits cost-effectiveness ahd cost—benefit-analysis with

N ’ o~

respect to the renderang of servicds to clients and . the, outco%ﬁs of the

rehabilitation.process. In addition, ‘the ,Oklahoma Case Servyice Report' n

o’ | ) . '

4

‘makes maximum utilization of ayailable space on' the reporting forms to &:yl
permit recording not only the client's medical and work history, ]

:;;litary record, previpus educatiOn and training, but also the names o

S

+ and relatlonships of family members’ in the client s home. ) K

~

R . The -system has been computerized to permit rapid retrieval of data .
N . 7

. to determine client eligibility and previous service history. The two

reporting formsK(IOSR and 105RX) used by the State of Oklahoma are

""turnaround docgments," thereby perm1tt1ng the state vocational rehab-

111tation agency to maintain up~ to—date cost figures of rehabilitation

W . N .

services prov1ded to,each client. Despite the pifgh level of sdphisti-
. . N X
cation found in thlS reporting system, it has the potential for wide~

- s -
A n : *

spread utilization among large and small workshops andvrehahilitation

[ . / .
facilities. The obvious benefits of this approach do not eliminate

concern for certain ebstacles for the private rehabilitation agencies

Q | W N | '—197 o e
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M J, ’ ; o iy . . | . . i - N - .
which will eolleét the ‘individualized client data. °“The most serious
.obstacle is that of determining~rehabilitati0n7service costs. . The vast

.
-

mdjgrity 8f .rehabilitation wotkshops hav%plittle or no expefiente in
§ v . ..? R .

-

o this area because there hasfnot been a nedd, for "individualized" client

. . - . L - N ‘ - v . . ) . - . A .
cost .data. This fact requires thatQapprbpriate procedures must be made
- }r . 7 ) ' ! 4

available,to workshops'and rehabilitation~facilitie’s to”make\cost deter-

¥ i)

[y 1

«

minations before 1ncorporat1ng%th1s type of client record System as the
e ~

statlstlcal subsystem of USERS - - S _:,; -

, _ o | _ R
e d
\ The review of ong01n Clléh€ record systems revealeduthat 'several

1

of their tstahding feature shqgld be 1ncorporated 1nto the USERS C11ent ;
»> ) . b

Record Sygtem, Work was thus begun on developlng the USERS model c11ent

-
. ‘*f{

record- system for facilities and workshops, utlllzlng the Uniforif Fnan-

cial Accounting System ad the basis*f/ruailocatin costs of rehabiiitation
g oy Le g cos

< Y. . R . .
services. ' ' . ’ oo H

W, " SN
Des?rlptlon of the Clrent Record’ System ' '

-
«

. f® @ ks .
The Client Record - System forms the nuclé&us of the Un1form Stat;s:\T

tical Reportlng Subsystem of the USERS management information system. The

cwl
2
. % ®

£
model has been designed'to provide”any'rehqbilitation facility, or Workshop
; . . N ! , '
» with the capacity to keep current and up-to-date records for each Q1i892-\<
. . . ) , e
served. The systﬂm also provides for a service-by-service cost record in-
cluding indirect.costslrelated to counseling, superv%@ion and on-the-job
L v =7 ’
training. The basic: Federal-State reéporting system statuses have. been
slightly modified to fulfill the needs of private workshops and rehabilita-
- ’ , & n - . > °
tion facilities. {L % *

r

——

The two reporting forms (72LR amd 721RX) are "turnaround documents.'’
Form 721RX is used only at 1n1tia1 intake to transport data ‘to the computer

" case file. Upom receipt of Form 721RX a computer-printed copy of Form 721R
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c11ent—c0mp1etesﬂrehagllltatlon Servlces, Form 721R is updated to

. to the computer center- for" updatlng 1nto the client case f11es. A ,

an
\

is returned to the agency with the-ldentlcal data pr1nted. Wheﬂ‘the
. [ W
l . L s - o .

record servicé costs. gnd units of service. Agaln, the form is forwaqded : Js

.
- ‘ -« = Y - "

.0 . B
'flnal updatlng of the éomputer case file is made whem the client-is h__' o ‘:f
closed or termlﬁated from the workshop or facillty; “fhe updated Fo:m’_ T. .
}21R AS used ' t% trarSP?It termlnatlou/datalio the com;uteflcenter, and “.) T’%.
f‘flnal,computer.printeo,copyﬁof Form 721& is returned_to the«agency A .-
for, their Permanent files. = j o ‘”{;- BRI

Data on each c11ent served are retalned in the computer bank to

) ot s

form a client historloal file. This computer record serVes as tgﬁs&aggﬁ '\j
. — ‘ !

base for maklng cost - bepeflt and cost«effectfcepess analyses, proJectlonS« _‘[
: ’ .. . . . ‘ “ e 7&%1 ) . . * ' // ‘

of cost in relatloo to types of dlsabllltles, and OQZ%r analysps-whlch SRR {‘

will provide managers with facts to evaluate the.performance of the
- - . LN - . M

- : . ' i

agency. ) o ' . L ‘ P

: f
"

‘Serves as’ the data process1ng center, prov1d1ng’each part1c1pai g agency

$k§g?ca, and -it provides tec%nlcal assls%ance to part1c1pat1ng faq111t1es

N : - ) g .

< - . ‘ . . A . N ,
. - - - : . L - "
The sy$tem can be used by large and smdll agencies, because ltmﬁs 4
& o T ' :'* ) P J i % . 4 : %: .
not necessary to have sophlsthated data proce s1ng equipment “in the

facility. Goodw111 Industries of America, Inc., natlonal headquarters

LY P

:

‘the techhical ass1stance about how to utilize the client recprd _ .

VAR .
system. The national headqu ters aEBo serves)as the”data bank Because‘_ .

3 -

~of its computer capab111t1es to store and retrieve mllllons of pieces

I o

( .

_in’the event difflcultles are encouﬁtered in, maklng appropriate sekrvice

N g

2 . -

cost,determinatibns. S

‘One Of the‘unique fedtures of the USERS Client Record System relates .

to_determination ofv service costs. For the first time, an agency can .

1

,
S : : : - ‘
Ay ” to. v

S




L

-

““compute and record the amount‘of services received by the client (unlts

» .
N
Al .

>

the service (cost of services), and the cost arrangement in paying for

a
of service), -the amount of financial resources expended in delivering

Y

This feature is extremely valuable in assessing the

the service. '
relative cost of rehabilitating clients with different categories of
Included with unit-cost information of
- P

-
The

handicaps and disabilltles.
services is a deta11ed record of how long the clﬁﬁnt was receiving serv-
ices from the agency, how much time he remained in each smatus category,

.

and what the eventual outcome oﬁ’?he”rehabilrtatlon process was.

‘J Ay @
. . -

- ,

ad »

4

B -
1nformatlon thus prov1ded a, manager can indicate how much it 1s cost1ng
the agency to provide- a partlcular serv1ce, and this can be documented to

-
a

;ﬂl
justify increases in fees charged,to“third party payers (insurasce compa-

etc.).

state vocational rehabilitétion agencies,
One of the most 1mportant features of the USERS Pllent Record System

the communlty where the

nies,
» |' s
is that it permits outside organizations, clients,
-agency is located, and the governing boards of. the agency to critically
. N 3 I
- " <. . N e . - » . -
Ty o, . . . o
. social -gérvices., . \
it serves will eventu- / '
. ’ / \
A

assess how well the agency 1is. capable of providing
. , Oor it is

£

s Accountability to the community and to the clients

ally transform many mediocre programs. into exemplary programs

o

¢ ) . ;
Likely that they will cease to receive the necessary community support.

-

The Client Record System, as it haé been intégrqted with' the Uniform Fin-

A

: ancial Reporting System, is gﬁe means by which accountability can Lecome
an integral part of any agency's plan of action. o ) :

Once the repdrting forms had been designed and reviewed and the in-
s .

o~
-
. . ¥
v
’

struction manual for completing the forms had been evaluated, the next

N

step was to develop a\systemetic‘meanstfor computing costs of~.service and
This task required extensive research into determining

units of service.

/
e 22
.7 .
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indirect {supervision of clients in a work training setting) and direct

(a fixed fee for a physical examination) costs of services.: A worksheet

. ‘ . " ”. . . &
‘'was designed to record the dollar amounts and the number of units of
service received by each client on a weekly, biweekly or monthly basis,

* ) . ‘ .

.depending on the internal practices of the agency. 'Thirty—three

N -

service categories were listed on the worksheet, along with six expense

categories under which the dollar amounts and units of service were

. -

recorded. ‘Appropriate formulas were developed to permit;agency staff

to compute costs of services for the expense categorles' salaries to

profess1ona1 staff wages/salarles to supervisory staff, wages to clients,

profess1ona1 fees, testing fees, and other expenses. Th1s system prov1ded

for a uniform accounting of expenses as related to the de11very of services
v .
to handicapped c11ents. o ' ’

-23-
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I.. .RESULTS OF THE PROJECT ) .

~
.

. ¢ Fundamental to the successful completion of the project was a field -~
teétﬁéf:the USERS Client Record System. Three_basic questions had to be ¥
o v P e s v

\ - -
\

answered about the applicabiljty and Qtility of the system: 1) Could an
L3 - ﬁ .

agency ‘using khe c11ent record system exerc1se greater management control

over the agency s'prqgram? 2) Could an agency qu%ckly and efficiently

implement thle system in a rehabilitation workshop setting? and 3) Would
the amount of time and effort required ‘to collect, compute, transmit,

‘and computerize the information work against the "turnaround" feature/of

oy | ’ °
the reporting'system? Unddhbtedly the hlgh level of sophlstlcatlon of

.such a system tended to reduce its appllcablllty and usab111ty in work-

shops(and rehabilitdtion centerss The mere factbof computing service
N s .
@

A » . °
costs could probably occupy the activities of a number of accounting clerks

.for several days each month. These concerns made it imperative to field
< LY " .

test the client record system in a rehabilitation workshop setting.

-

Selecting the Field Test Site

B \’(i A careful selection process began to;find a suitagble losation td catry
out the field teet. It was decided that tne,gjeld test,site would have to
L be within a reletiVely close proximity to the Goodwill national headquarters
so that the project staff could observe, first-hand,‘ho; the systemywas
4
be&ng iﬁ%lemented} Also, it was felt that the. staff of the’progpedtive
feeility would be more willin; to under;eke a field test if they knew teeh-

’ : 4 ‘ .
nical assistance was relatively close by. The selection of the appropriate
f’ o

"' site would also depend on the type of programs that werc offered at the

agency. A facility was sought in which there were the widest mix of program

-~
v,

emphages : a‘full’range of rehabilitation services (evaluation, training,

yment, counseling, placement, etc.) and tranSitional and terminal -
. N '
-24-
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' sheltered employment fo hand1capped c11ents. A caref L. review of the

. ) ‘ fac111t1es within a radius of 100 miles of the Washipggton, D.C. area . “. °~ .
. Ld . . . . &
T uncovered several possibilities which were contacte A final field .
N o . ) - ' y T -

test site was eventually Selected in the city of Paltimore, Maryland.

e

-

anakyze the*dgtg. All -

. “

. %, . -
. . development and testlng*oﬁ computer programs t
: O

~ o

. dlréctly to the fa01llty staff member in ch rge of conductlng the field
. N R EY

v

test} AppropriaCe arrangements were made to transmit the forms and
- . 3 v

other information to the national headquarters’ of Goodwill Industries. *
¢ . ) © ‘ ) l . . )
. During the course of the field test, periodic evaluation séssions

—

. . ‘ . .
-

were conducted with the rehabilitation counselors, super¢isors, and"

other professional staff to determine how well the system was workﬂng

- e . . ) ' . . @
and how useful they felt the infbrmation was in helping them to increase
. their programs' efficiency. During these "feedback' sessions”suggestions .

- . were solicited from the facility staff conéerning modification$ and/pr
. ’ . ' ’ ' 1 \
- . I3 » 03 A 03
changes that could be made.in the reporting farms, instruction manu ’
’ R 2 . P . -
. i
worksheet, procedures for transmitting the information, etc. This ,

3
information was carefully reviewed by the proJect staff and when appro-

priate, these modifications were carefully incorporated into the client ~

. = record system. ~ ~ ' : e ".‘,
The results of the field test have been for the most part extremely -.
. - » . { v
) - Y

encouraging. Although the resources of the project did not permlt a , /

.

greater number of field test sites,, the*fac1llty part1c1pat1ng 1n the

field test was felt to be su1table to demonstrate low, th éystem wou 1d

‘ . L.

and could be used. vIt was,found t t(an agency using the USERS c¢lient

record system could more closely fionitor the internal operations of the

.
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1
1 g N L] ~ . )
¢ . various programs, and as a consequence, could more "effectively control
! « . I
‘.. ) . ' , .
the delivery of services to the clients. It remains te Re documented,
- ' : _ B

however, whether this control has resulted in an increase in the quality
a - R : ) * . . . : > -
of the services provided to the clientg Impressions of the gpcility .

o . . .
staff suggest that such an increase in the quallty of services will take

,longer than increasing the efficiency of the programs. ~ One of the maeor

0 &

. benefits to the agency after only five months of us1ng the c¢lient record .

5

1 . . ¢ - \7,4{
SyStem is a uniformity of information collected om.every client. Costs //
.'ﬂ ’ ’ “ Al .
are being uniformly computed as well as units of service (hodTs, half- \/

- " 'l

hours and quarter-hours) and the-system is revealing how mugh of the work- "

’

day is spent in direct, and indirect contact with clients. This finding is
encnuraé)ng to the project staff bgcause it is believed that this—Enow—
ledée is a_major step in increasingiefficiency‘an&, honefufly, increasing .
©/ 3
the effectiveness of the services providad clients. *. . " ;ﬁ ‘ 2

.. P4 ¢ . ’ ¥ Y : I 7 e
. . - kd 2 . . I3
- The amount’of ‘time and gffort requi «to instruct, operating personnel

tion system will always bt ¥SE§“L ”)k>
o

sometimes difficult. In the case bf the cllent record system, all of ‘the

in the use of any new management infor

. 8
component parts were designed to cut down on '"search" time, i.e., the time
e : '

requlred to locate specific- definition, category, codé, etc? and to 'place

2
. - ‘ o . . : . - . ’
: th appropr;ate notation on the transmittal fqrm. Aside from the initial
! . “ T ) Yy . a
intake interview, the forms are completed away from the client, af\the dis-

“

<

L4 - .
cretion of the counselor or supervisor. A minﬂkum number of codes ha

! N

been used in collectingcxhe necessary data, and the most frequenfly used o,
Y

. ones are on the front of the initiaL 1n£ake form. This feature of the '
T . :
.- '

. . . B } N -
system wis sean as a plus factor in instructing the staff to use the
. - . ' . . - ‘e
* recording forms. ' Ertors on the first few foxms that were transmitted to
. 2 . N M ﬂ . -
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. - . _

. .

the‘naEionaI_headquarters for processgsg were of a minor natuxe and were
. 4§ ¥ , E

I

e ’ of a minor nature and were eabily corrected. The costs to an.agency in

. . . terms of time and’ effort in gathering and transmitting the information .

, must be heighed against the iﬁcfease in efficiency and effectiveness
[ ‘\ a 'j_( ’ . o .
within the operating systems. Staff using: the client record system
N - N . ¥ v

IS
~

. - » -
felt that at present, the benefits of using it do outweigh the initial A ‘

t »
., .

. » costs. The one major area of difficulty, however, was inlthe computing

“® - . v

‘ N : . .
; of service costs. . These procedures were time-consuming and ‘had to be

N - oL . N , LA . LY N \ -,
. done,exactly according to the instructions/,, Hdwevgr, this featuwre of-

v

the client'record system was seen és extremely waluable and was there-

-
N

. 1

*foré carried out regularlyi- The overall impress%On'grom'the facilitygﬂ\‘

. . ~

staff was that this aspect of gathering the ‘information could .be stream-

N - -

’ . ., 'oa ' , 4
1’/////7 lined internally while remaining within the procedural structutre set out

in the manual of instructions. . . )
T ‘The "turnarpund' nature of the cliénq record system has ‘alsp proven Wi
'to be a worthwhile feature for several reasons. The data can be updated : '
) . ’ ‘

whenever the ageney wishes to do so, and information can be retrievdd on’
< . ) o “ N p V. . . W\
. any client already in the-system in a mati%r,of minutes.- By maintaining
g steady exchange of information,.the client record becomes a running . ‘ .
. . tg.hactountvqf what is being done, rather than an historicélbaccounting,
. ' Lo ) ‘ '
Tt after the fact of .what was done.' The question raised about- the feature,
. . . ., L. -
~ however, was how quickly and how conveniently could the data be entered

into the computer and then retrieved. Given the amount” of time required

) . ) A . . “
to tragsmit information through the postal systemy, it was feared that

B

: #hput %nd retrieval of information would not be quick enough to satisfy

©
')

the needs;, of 'the agency management staff. It was found however that the.'

’ : -
needs of ,the<organization for individual client; information were less

. a 3 v ‘

-
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*
. : A .
v ¥ ’ . . X "
than originally antic&ated. The major requests for infoyrmation centered ’ -
around summary statistical reports’relating to type of disabilities by . '
. v . ? i
. . . ‘
- cost of services, length of time in the program, etc. It wds concluded
i S ‘ < ' |
that this feature of bn-line,information exchange is a worthwhile element :
‘ ° N - . ! .
/ of the client record 3ystem dnd should be retained.
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o / IV. .DISCUSSION AND IMPLICATIONS OF RESULTS ' .

! " . : <
4 v D - .

The objectives #f the project have beenpto develop, implement,%énd

' . ! . . C .
. “ evaluate a uniform management information system for use in health and
. . .

welfare agencies. A management information system has been developed

-
s

! @ A
; to permit any agency to exercise considerable control over the internal

5

'naﬁc&al and programmgtié'functions so éh;t the level of;efficféncy
‘and effect;veness of the services delivered to.the handicapped cén be
increased. Conceptually, management information system; are importamt . - 9
ﬂ;ools in ob;bini;g the maxiﬁum poss;ble Béhefig ffom the limited”finan— c,

cial and manpower resources of an agency. The management information

L

system, known as USERS (Uniform\Socio-EzfnbmiE.Repb;ting Sys tem) con- -

sists of two interrelated reporting subBsystems, the uniform financial
° reporting system and the uniform statistical reporting system. The

v ’

. q . ; C . ! . . ! .
. statistical subsystem collects information about the clients served and
- ! ) .
‘ : : ‘ & ’ .
: the costs of the services provided to them by the agency. During the
L] - &: ) ,

three years of this project, the primary goals have been to develop a

" " workable client record system and to integrate jt with the already-

. ' functioning financial subsystem. The results of these efforts have been

. . [ A s )
"extremely encouraginf in that the.client record system has been devefbped .
. , .

and is being used by an agency with favorable results. The system is

.

undérgoing continual evaluation ip dn‘effort to expand its applicability ’ : ,

. 4 { , ¥
and usability. ' . : ) - ‘

-

’ 1 , ' /7 . ' n
What.if particularly significant about the results? What is the
meaning of these results for health and welfare agencies, for"§tate voca~"

tional rehabilitatibn\programs;wand~fdr other interestgd agencies? What ,

+

° ‘ is thi/significance of these findings for ‘social and rehabilitation

. ’ * L%

workers in the field in terﬁ# of diy-to-day use?\ These and other questions

. - ' ' . . (‘ . : .
’ .. ' . ° : (/ - » - {\‘. 7 ' "
. , a f/ ¢ ~29- » . - ) '
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\

must be carefully eJamined and a plan of action should be formulated to

b

implqunt the important results of this project.

One of the basic assumptions of the project has been that the manager

(Y

Or managers of an agency can exercise the g;eétest possible control over
< ¢ . \
the agency if'he has available ‘to him current, accurate and reliablé
—= Ng fas, N )

.

information about the programs and the clients served. The necessary

|
. \

information was assumed to be data concerning costs, of services, numbers

. ' Lo » \ . . o
and characteristics of clients served, disabilities §f clients in relation®
. \ v
to the overall costs of rehabilitation, input of manpower and money in
S = v

relation/to ottttome of services, and measures- of program effectiveness and
i - "" . . ; ' - 1
efficie Given this information, a manager could improve the system of

delivering the services, could'increase the effectiveness of the services,
o : .

-

and could plan more reglistically for future costs of program operation.
In addition,'the-manager_would be able to account, in quantitative terms, <

‘ . , .
to the community and to ?hé'clients served for the\pse of the resources

L

made availdble to the agency. This element cannot be overldoked_sincéhit

- - -

is ultimately-the resbonsibility of,each community to support the'programs
7 " . : ~ .

of the health and welfare agencies. Witﬁout éommunity support, few, if any,

prog¥ams could be implemented and the success of such programs would be
) ° = ‘

marginal." In light of these‘faéf%, agencies must Be aware of the need to

- 6 - s s .
explain gnd account to the community for the services they are rendering,

and mus{f be able to show that they are providing effective services in an
’ , : ; : - a

efficiént manner. . . ’

-

The critical issues of the field test have centered around the usabil- -

ity of the client record system, how much of an-increase in program effec-

LS . o

y B
"‘tiveness and efficiegcy would result, and how costly the system would be
. R s [
. - P : .
in terms ogitime and financial resources expended to implement and continue

.

T

Y
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,it. The results of the f%eld test strongly suggest&that an

e

»

y agency,

large or small, can implement and use the system wifhou; experiencing

ynnecessary strains on their programs during the initial implementation

-

.phase. Secondly, the results of ;hé field test suggest that the.manage-

. .
]

ment staff are better able to monitor and control the daily operations

LS

of the agency through

the use of information generated by theiclient

{
*gssbrd system. For example, the client record system captured data con-
.o : ) ¥

cerning the costs expepded by agegcy staff in detérmining the.eligibi}-

. %ﬁty of applicants and it also showed reasons why the applicént was not,

accepted for services. The percentage of applicants accepted for

) P . ’ [
services out of the total number of

applicants by soufces of referral was
& , ) .

(3

also determined. Putting these pieces.'of information together, it was

°
-

possible to determine that séhe form of pre~screening should take place

-~ ks

by the referral- source before the applicant’was referred to the agency,

using criteria developed by the agencfﬁstaff., It was also found that
[, s .
certain disability categories could not be served by

the agency for

" various reasqns'and clients with these types of disabilities were refer-

red to other agencies immediately. Certain types of clients required

¢

more staff time in determining their eligibility than others. " Once this

was known, it was, possible to investigate the reasons &hy and ythe extra

time required to make the eligibili#y determination was reduced ‘consider~
: : :

v N P .
. . T
ably by instituting revised intake procedures. '

~ All of these examples relate to increasing thé degrée of control

- N . 0 N .
that managers can exercise once thege facts are available to them., If
, . ] _

the ég7ncy managers can increase the. level of efficiency and, concirrently,

the effectiveness of their programs through the use of the management

N 1

- information system,lthen the tatget populations in the commuhity will be

- '

-

o .
-+
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. \ _ v . ~ )
. better served.  Feedback from the field test Strongly indicatés that this

degree of managemg%t control can be attained by relying on the information

generatéd through the client record system. One of the major findings of

+
. »,

the field test procedure was the tremendous amount of flexibility which ,
: ’tb . - '

exists in the use of client\record'system—generaCEd information. The field

.

o

o test agen&x(commented‘many times about the variety of ways in which the

data could be combined, categorized; and summarized. This high degree of

v * .
. N N 3 t <
flexibility stems from the use of datay processing equipment ‘and the "turn- P

around" nahqre of the system. The benefits derived from this flexibility

only incféasg thé usabilify of the system.
: LT o :

- -

4
e N ; N

As us?rS\of the client record system'and‘the total management infor-
J R H*

v - . f Al

mation system, managers .of rehabilitation facilities.and sheltere

.

d work-

shops can benef ft+ directly from incorporating the cliendﬁ}ecord‘system in
7 : i TR

.
- «

their agencies. ghe. time required topimplement the system is mot prohibi- e
e s . . . : . & <
- o 1) h ' &
tive, and agency staff can begin immediately to receive information feéd#

back. dhbe a large ciient-data base is established, the USER s&stem will
géherate,comparative statistical repofging, enabling'like'agencies'to'~ -

'

dssess and compare their service costs, program effectiveness, @tc. ' This
o ‘ . . ., . S

’ . i ,
featurve will allow a new agency to determine the norms which management
: . . : :

‘should strive to maintain in terms of program costs and progrg-*effective-

A

ness. As a group, the mahagerS‘df agencies should be'éncpu dged to incorpor-~

8 . . ' ) Lo . . R 3 .

yatk the management information system as quickly 'as it is coénvenieht for them
- M - r .

2 . : .
to do so. It is estimated that there are between 2500 and 3000 sheltered

2 B 'L . . o . . e .
, - workshops and rehabilitation facilities in the United States. '’ A management
o / , .
. ; ' . ' .
v-iﬁformation system which has the capabilities of. the USER system.would be a

~

- A

‘{;emenddus minagement ‘tool in increasing and expanding services to the handi-.
capped,vﬁarticularlylnqy that considerable emplrasis has been-placed on the
s , : . ’ .
Al . o . ) 49 .
L
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severely handicapped. 1In order 'to make .the maximum use of availahle

- : . -
-~
td - d

resourees greater efforts than at present will be required of rehabili-

a -

‘tation facility personnel as they provide services to the most severely

: { . .. )
handicapped. In-all likelihood the present fée structure will=have to-

be'adjusted‘upward to take into account increases in services provided

to the severely.héndicapped. This factnsignifies that agency managers

- - must be able to document the costs they\égpur in prov1d1ng services to

N s

.. 7" this populatlon S0 that the fee structure is equ1tab1e. The USERS

-
-

client record system will provide the documentation for restructuring

, .
. . . K - 1Y
fees to reflect the ever-increasing rises in the cost(of services.

3

A i . The issue of aéency accountability to the communit} cannotAbe
. .')iverlooged as one of the sigdificant points to.consider in deciding to ot
‘ incorporate.the.USEﬁs clkient record s}stem within an agency. Today’
It .- ' « - (
perhaps moreﬂthah.ever there are"numerous’ageneies competing for the
. support of the comhhnity.m'Many of these agencies have worthwhile and

N

socially beneficial.programs which are meeting commnity needs to some

-
v

R extent. Invar1ab1 however there are not enough resource in the com-
Y, g

munlty to f1nanc1a11y support all of these worthwhile programs and even-
tually hard decisions haye to be made to determine where the resources ..
? " will be placed. Social service agencies which can demonstrate the effec-

tiveness of theii prograhs and cgn show their fiscal responsibility in

- maneging the resour§é§ allocateo;to‘them will probably receive the ’JJ>,“. ]
mejoriiyvof available finaneial resources when the final decis;ons’ere
" made, -Unless the sociel ser;iee ageocies can receive’continuing‘eommun—

0
¥

TN ity support, it is extremely unlikely ‘that they can maintain viable

ﬁrograms. Therefore, the client record system will provide the required

=
~

‘statistical and financial documentation to help agencies increase _

o - r . ~
. .
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_ o . :
community support and at the same time will improve the internal function-

.
-

ing of the orgapization. . . ) ‘ ‘ °,
. « s ' :
The significance of the project's results for state vocational rehabil- -
: LI - ) : -
itation agencies is readily apﬁg}ent. Many private workshops and rehabili<
v !
“‘ . /

tation facilities receive cliengs from state vocational rehabilitation
: : . ! r )

ot

- // v .« . . T
agericies on a fee-for-service basis to provide work evaluation, work adjust-

ment, skill training, etc. Up to this time, there has not béen a systematic
. . . 5 .
* v

means availgble to state agencies for assessing the effectiveness$ ‘of services

"

purchased from private agencies, nor has there been a means for private agen-

sgies to document the'actui}.service costs they imicur while treating state

L3

égency spongOred cliejﬁ%.. Now that the 'USERS managemént.informatibn System -

is available to local agencies, 4 state agency can request summary statis-

.
?

tical data from private agencies to determine how effectively they are provid-
'ing services to clients. Comparisons among .private égewbies will reveal

-, . N : - ! ""Q
those which are the most cost-efféctive in' téerms of thg/impact or outcome T

¢
i

. : . - * 2 . :
of services for the client. It may be founds that certain agencies are more

/

- " s

.

effective than other agencies In tréating a specific type of disability cate-

gory. . Because length of time that the client spends in the agency can be,
af ) . '

!
-

related to the amount ‘of services received, the-cost% of - these' services, and
thé specific disdbilities of .the client, it will be possible for a state

‘agency to project the amount of resources :edgired b provide a certain

¢ N q

number of servicgs to a specific disability. group of .clients and how many N

~

L ° ! . e Lt " . . Sy
clients can be treated during a eertain period time. Private rehabilita-
~ N ‘. - g‘ /:r

‘ > .
tfion agencies from whom services are purchased have not been required to
!’ .

- - 2

supply systematic tlient data to state vocational rehabilitation agencies. .

This fact has méde'it extremely difficult to estimate costs and caseloads

[} - R .

accurately or consjistently. If state vocational rehabilitation agencdies .
X ‘ D
- . ' - . * ’ ) . ;
, . T | |
*\ . ‘ ) L .
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Soae,

« .

P R

_ \ ’requ1re pr1vate fac111t1es to maintain up to-date cllent records 1nclud1hg

£ . ’

costs of serv1cgs, ‘the result w1ll be a more complete plctzrh of the

. , ﬂ

Q ' N :

: service delivery‘systems, i.e.e what services have been provided, the
costs of thesé services,‘the eventual outcome\of the,rehabilitation proc-

P T, . R - . ’

ess, and the length of time requ1red to.achieve the outcome. Armed w1th

2 A .
N : ~

v(hls informatlon, the " state agencies can- select those pr1vate fac111t1es"
- - . / 1]

;ﬁ which have achieved the greatest amoud?/of success to provide Serv1ces to
@ S

“ : \'state'%ggncy-sponsore eldents. As/a Side beneflti there will be a more

\ R : s L z ' e, . - .
accurate and equitable setting of Pees to help the’private agencies main-
.tain quality serviceﬁf . :

L\‘ h

State vocational rehabllltatlon agenc1es are required to submit de-

. ta11ed plans to the Department of Health Education, and Welfarey Spelllng

9 .

", «. out what the state program will actompllsh dur1ng the f1scal year projec-

1 - . .

7\\ g . . .
ting fiscal and manpower needs for future periods, and est1mat1ng the

. : I clfent populations to be served in succeeding years. There ks‘lltﬁle

) ddubt that a state plan which is based on* the most curr&nt and accyf’t

information ava;lable,concernlng numbers of handicapped indiyid@als and

types\of disabilities.doesehot provide’a complete pictire of the total
b | :' : needs.of the target population. A study of the 1970 data collected from'
// .f ‘) ’the 3R (Reciprocal Rehabilltation Repo{ting) system showed that among
clients sarved at private rehabilitation.facllities, approximaiely 457
were qupsored by state VR agencies. Ih other words, over half of the
;)Cj 7 K ctients served by these private agencie; in 1970 were not accodpted for
on the state agency program. It-is likely that many of thesexnon-state
N programﬁsponsored clients will'g§enthally enter the s;ate program and %

w ' ' &%

. receive services paid for‘%y the state agency. Unfbrtunately>\state
B ] . d "

VR agencies have limited knowledge of .this "hidden" population and‘they

0o . . v ¢ s “
o T e " \ oo . .
. ‘Lﬂﬁ ’ ’ ) ¢
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would therefore not be able to accurately estimate the numbers nor the
’tybés[ggﬂgiSabilities.of indiyidualg in the state who are in need of the

state vocational rehabilitation progtam.
C | .
required private fa

[

. .

Once again, .if the ‘state agency

cilities to incorporate a client record system and

required private agencies

'

to periodically provide summary data about
. * . 2
clients, thejstaté agency would be in a much better position to plan for

’ ' /
the statewide handicapped population.’ .

the négds of
/

- .
/ : . .
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V.. SUMMARY

A retrospective summary of ‘the préject result brings out several

i)

inportant considerations for health and welfare agencies, both public

and private. , . '

]
\ o

One fact which must be dealt with¢Before real progress can be made

relates to the general reluctance on the part- of réﬁ%bilitation agency

managers to adopt any new reporting system, regardles§”of how helpful -

it may prove to be. The privatewsector of the rehabilitation community

.

has only recently developed. an accreditation system to assure standards
among agencies serving the handicapped. Pressure on- these agencies fo
. B . A\ . )
- i
adopt'a uniform financial and statistiEal‘reporting system must come:

from the communlty‘where the agency is located and from state and federal

-

rehab111tat10n agenc1es‘ Some, form “of uniform reporting'must be mandatory

! ' ‘ N

in any rehabilitation‘workshop which receives federal or state monies to

-

serve the handicapped. Such a requirement will act as an incentive

Ehroughout the rehabilitation community,to ser10us1y 1neprpo:ate a’

4

~workable reportlng system 1nto the 1nterna1 %feratlons of .an agency. It °

’ Y
. . . . v
. W

_only way to achifve a moderate level of implementation of a management

5 -

information system around the country.y Tbus, it will be the respons1b111ty

N T et

of state and federal agencies to determine the types of information they : ¢

will need from private wotkshops and rehabilitation facilities in order

w

to accomplish their mandated objectives, and to make avail&gle a workable

- . -/
‘ . N

reporting system to those agencies wishing td’iﬁplement it S

The second congideration relates to the emphasis placed on serving

’

the severely’handicapped as mandated in tﬂe Rehabilitation Act of 1973.

»

is the consénsus of opinion among project étafﬁythat th1s’1s perhaps the « »

s

- T

4




t

The Federal-State program of vocational rehabilitation has been quite

successfuL over the years in rehabilitating the handicapped and_tte
disabled. ;ome have felt tﬁat'this~high level of success was achieved‘
at the expghse of the most‘sevetely'handicapped. In chrt, state agen--
. ' . L

cies may have placed more emphasis than required on seeking out mildly

hand&éapped c11ents, thereby ensuring a relat1ve1y high rate of '"Cases

closed -- rehabllitated” (status 26) .t

’,

This‘concerﬁ for serving the most severely handicapped is now
’ - e .- *
part of the law. State vocational rehabilitation agencies have®'begun

]

’,

( r .
to focus their efforts toward this target group. Unfortundtely the

.

k]
level of financial resources needed to provide services to'the most

- - . o

seyerely.handicapped has not been substantially raisedg This, means

that .state agegcies will have to be extremely careful‘in selecting a

prlvate rehab111tation agency to prov1de serv1ces to a severely d1sab1ed

¢”4?c}1ent They'will want to know how effective that private'agendy has been .

'ERIC

.

@

Aruitox: provided by Eic
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' -

in rehabilitating similar‘clients how mich the costs have been, and how I
‘ \I ‘ - W .
long it has genera ly taken to completé the process. The question is

v - .

then -- how will the state agencies be able Eo make these determihacions
tegarding private ‘agency programs?. One of the most effective ways is by

means of a uniform management 1nformat on system, 1nsta11ed in the prlvate
i~
4
agency to supply factual information to state vocatlonal rehab111tat10n

‘e b

agencies-. P < ' .

»

These are only two of the considerations which must be dealt with, if

vocational rehabilitation programs wish to increase and expand the levels
. ’/_, > -

of servige to the handicapped. e : ) : , .

Y

‘@ _ , ‘ S . ’
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Co INTRODUCTION TO CLIENT RECOKD SYSTEM ‘

. -

The ClrEnt Record System is a part of the Unlform Socio~ Economlc

Reportlng System de51gned to prov1de rehabllltatlon fac111ty'management

’ . ) “.
personnel with a comprehensive management information system. :

The €lient Record System consists of two interrelated reporting

1 . ' ' ) ' '
forms containing the basic elements/for recording and transmitting
data. Form 721RX is designed to col;ect initial interview informatjion

b ’ ) > - 2 . “ . ) M
from teferrals at intake and to transmit thls'informatlon'co a central

data prdcessing center. Form 721R expands upon the inltégl 1ntery;ew
¥
1nformat10n, collectlng data whichgrelate to service costs, unjts of
N ~

service, disabilities of.clients and outcomes of the rehabilitation
. . ’ 3

pro&éss., .
A . '
Utilization of the Client Record System will permit facility

i N N . <=y . .
personpel to evaluate the effectiveness of their rehabilitation program

as well as providing a uniform and detailed accounting of the client's

o ) a3 . o
progress through the rehabilitation process. ‘*///

i“w' '

: N
b
»
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‘CLIENT RECORD S¥STEM MANgKL“

/ \\I ‘ ’\"

a

INTRODUCTION TO FORMS 721R and 721RX , s

.

. Forms "721R and 721RX are "turnaround" documents. This means that tHey

¢~ are forwarded from the agency to the data proces®ing center as a means of

i
£

transmitting new data, changes in data, and updates. After processing at

the center a computefr-produced ‘topy is returned to the agency with the

proper changes reflected on the' form, Both forms have an original copy and

a carbon copy. The.,carbon copy will be retained in the agency files’ as a

means of recording changes and updates and to verify changes on the computer-
» produced copy when it is returned to the originating agency. The carbon .

copy should be rétained in the clsent's case folder until the computer-updated

form is returned and verified. : /

. \ v
PREPARATION AND TRANSMITTAL OF 721R AND 721RX

The following guidelines are to be used in preparing Porm 721R and !
~Porm 721RX:" Individual line items are degggned to allow a given number of
positions if which to enter the required d%ta.- For example, jtem 143,
Disabiliity as Reported, has 17 positions available. Lt is not necessary to
use all 17 positions when filling in the Digability as Reported item. All
blocks requiring dates must be entered to reflect a two-position month, two-
position day, and, two-position-year. For ex ple, January 4, 1972 would be
. entered as 01/04/72. All items calling for information not defined by the
codiag'in&prgctions should reflect Fpe actual data.
. 4
, . In some instances, data as initially feported will be too lengthy d
fit into the allowed number of positions. This may often be the case with
disability descriptions. If the disability descriptions are too lengEh$-\to
fit into the 17 available positions, it %is advisable to use abbreviations or
to change the description to convey the same meaning but within the allowable -
number of positions. : '

* . DISABILITIES AND:. CODES’ T _ .
The following list of disability deézrfptions and" corresponding codes
will be used for each client referred to the agency. The disability descrip-
tions are based on the RSA's.'Reciprocal Rehabilitation Keporting" descrip-
tions :and the codes have been developed to provide a quj k and convenient

\

means of referring to cliént disabilities.
. ) ’ ' _J\_’)J
Disability DescriptioQ - ) . Code
' Visual Impairments . - . ) ' 1«
. Hearing Impairments. . | 2
’ Cerebral Palsy - ‘ ' 3A
Other Orthopedic Deformities’ or Functional Impairments 3B
Absence or Amputation ‘of Major and Minor Members ' 4
Psychotic Disorders, . * 5A
Psychoneurotic Disorders ‘ < 5B ‘
Alcoholism . : ‘ i 5C 4" :
Drug Addiction 7 5D D2
Qther Character, Personality and Behaviotr Disorders " 5E

~

Y \ ” ‘ ! m@’? - 42 -
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CLIENT RECORD SYSTEM MANUAL '
’ Disability Desctiption . : ", Code
/v;>? Mental Retdrdation - ‘ L. 5F ’
. Epilépsy o 6A ‘
A : ~Card1ac and C1rcu1atory Conditions ' 6B
_~ ., Other Disabling Medical Conditions ¢ 6C
3 (except epilepsy and cardiac condltlons)
Advanced Age - 65 and up (for persons disadvantaged. 7
by reason of agegfor whom any of the above descrip-
- ‘ tions are not appropriate) ,
’ Dlsadvantaglng Conditions (for persons dlsadvantaged 8

by reasons of youth, Low educatlonal attainment,
ethnic or cultural factors, prison or delinquency
recordsy or other conditions which constitute a
:?Bifrier to employment for whom‘any of the abave %« -
' ! descriptions aré not appropriate) ‘ )
. ’ ' S
f . RECORDING A NEW REFERBRAL - FORM 721RX

When recording a new referr 1 it is necessary to use Form 721RX. This
form contains the basic information requir 0 enter a new referral into
 the computer case files. - In addition, codes aNe also provided on Form 721

for converience in entering the information items. Information blocks r -
quiring a code are marked by an,asterisk after the 1ﬁem description. Form '
p 721RX can be used ‘to enter the client as a‘referral br as an applicant, depend-

. ing on the amount of information avallable at the initial intake interview.
The original copy of the form will be: forwarded to the computgr center and tbe
carbon copy will be retained in, the client’ 's case folder to document and vérify

what has been sent to the computer center. )
UPDATING‘AND/OR CHANGING THE CLgENT RECORD - ,M?RM 721R ‘
S .
Once the computer center has received and processed the 1n1t1a1 Form
721RX, it will duplicate all the information items recorded on Form Z?lRX and
return a new Form 721R to the agency. This new form will be used to*update

* and/or change the client's record at the computer center and to record addi-
tlonal client information by the- ‘agency staff. -

1
)

. Fofm 721R has been designed so that changes and/or updates can be written
in aboVe the printed line. 1If a change is necesgary, the 1n1t1at1ng ‘individual
should. print the correct information above the line item which is incorrect or
incomplete. All changes or updates must be printed and made with a ballpoint
peny : ' '

The original copy ‘of Form 721R is thend%orwarded to the computer center and
the client’'s file record will be updated., The computer w111 duplicate the
client’s record on @ new Form 721R and return it to the agency. This procedure
will.be followed until the client completes the rehabilitation process and is
closed from the agency rolls. To summarize, updates and/or changes will always
be made by the agency staff on Form 721R.- The form will be sent to the center,‘
processed by computer and a corrected or updated copy of Form ]21R will be

returned to ’'the agency. R
~

. LA

Q : : ~43g ., ' .
RIC . AL TS |




>

»

<

CLIENT RECORD SYSTEM MANUAL

’ -

THE CASELOAD STATUSES ~
. . /

There are 13 status classifications in even numbers under the caseload
coding structure. The odd numbers have been excluded from the coding struc-
ture to permit ‘local agencies to record additional detail in caSe progress

.recording. When an odd number is assigped-to a unique agency status, the
definition dnd description of the status should be coordinated in advance'
with the\ data processing center. _ .

REFERRAL AND APPLICANT STATUSES

STATUS/00. REFERRAL, -This status represents entrance winto the agency's rehab-

ulﬁilitafﬁon process for any individual who meets the following definition of a

" referrat: An individual who has applied to or been referred to the agency’by

letter, by telephone, by direct contact or by any other means, and for whom
the following minimym information has been furnished -- 1) Social Security"
number, 2) case number, 3) source of referraly 4) primary &ponsor, 5) name,

6) addréss, 7) date of birth, 8) sex, and 9) disability as reported. All such

individuals will be recorded and reported on Form 721RX even though the agency.

may, close out (Status. 08) the referral almost immediately as being deemed
inappropriate or for other ;fasoﬁs. ‘

e
»

STATUS -02. APPLICANT, épplicénts are referrals (Status. 00) placed- in Staftus 02
as soon as the_individual requests services from the agency ahd provides all the
information requested on FQEE:Z%T (Blocks 101 through 144). . . .

v
{ noa. e A

While the individual is in this status, sufficient information is developed
to determine appropriateness andf availability of agency services in relation to
the scope and severity-‘of the applicant's reported disability. When an. agency
has determined that the appligant is eligible forcsérvices and that the services
are available, the applicant can be moved to one of the In-Servic¥ statuses (14,
16, or 18). If the applicant is not eligible for services or these services are
not available from the agency, the applicant can be closed (Status 08) from the

rehabilitation process at this time. However, the agency has the- option of placing

an applicant in Extended Evaluation, Status 04, prior to making this determina-
tion. ‘
o B

EXTENDED EVALUATION STATUS
X

STATUS 04. EXTENDED EVALUAT ION. The Extended Evaluation status (04) is providéa
for purposes of determining an applicant's rehabilitation potential by the agency.
An. applicant having a physical or mental disability which is a substantial handi-
cap to.employment can be placed in the'Extended Evaluation status for ekxtensive
evaluation and diagnosis. An applicant placed in this status remains in extended
evaluation until the agency has determined whether rehabilitatign services can or
cannot‘renQer the individual fit to engage in a gainful occupation. The indivi-
dual can be moved from this status to either the In-Service statuses (14, 16, or
18) or Closure status (08) when it is determined that either (a) there is a
réasonable expectation that the individual can be rendered fit to engage «<in a
gainful<occupation (In-Service statuses 14, 16, -dr 18),.or (b)w~there is no. like-
lihood that he can be rendered fit to engage in a gaihful occupation (Closure,
“Status 08). . L ‘ X N
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CLOSURES FROM REFERRAL, APPLIGANT ,~OR— — — 7 i

, | EXTENDED -EVALUATION STATUSES | )

/ STATUS 08. CLOSED FROM-REEERRAL, APPLICANT, OR EXTENDED EVALUATION L/s:as

This status has been prov1ded to furnish a means for idefitifying a } pe;éons

not accepted for services, whether closed from referral status ¢00)/, applicant

status (02), or extended evaluation status (04). AT1 persons processed through
. referral, applicant, ' and/or extended evaluation, and not accepted 1nto the - Y

active caseload for rehabilitation services, will.be closed in status 08. If.

a client is accepted for services and has Been placed in an In-Service status

(14, Lp 18), he can alsp be closed in status 08 if the client has not begun

to recéive any rehabilitation services from the agency. |, , -

. g IN-SERVICE STATUSES.(STATUSES 14, 16 AND 18). . S e
+ 1 - )
The In-Serv1ce statuses are prov1ded for case ‘progress de51gnat10ns to
- indicate the kind or kinds of services given to the client to prepare him for
employment. In those instances where a client receives restoration and train-,
ing services 51mgltaneously, the client should be identified by the service é7-b
which is running for the longest period of time. In those instances where both
services run concurrently, the client will be assigned to the status _considered
to be most important for the individual's preparation for employment. It is
-~ not feasible, for reporting purposes, to record concurrent statuses for indivi- a .
dual clients. . Howevers agencies which can benefit from concurrent status
information may wish to record #&t, for agency use only, on Form 721R. Space
has been provided (Blocks 265 through 292) fo record the client' s status history
throughout the rehabilitation process. Concurrent statuses can be recorded here
on Form 721R. ' , ol .

STATUS 14. COUNSELINE AND GUIDANCE ONLY. Thils status should be used nly for

‘ those cases which counseling guidance and placement are the only services

' . required to prepare the client for empioyment. This status is not to be used
to reflect the counseling and guidance which takes place during the progress of
training, or physical or mental restoration. Hewever, in those instances, where
there has been a breakdown in the case progress after other services- have been
provided, and it has-been determined by *the agency s professional staff, that
substantial counseling and guidance are essential to the sucéessful placement
and rehabilitation of the individual, the client may be entered in. this status.

SFATUS 16. PHYSICAL AND MENTAL RESTORATION. A client- is placed in this status
if he is receiving medical, surgical, psychlatrlc, or therapeutic treatment, or
is being fitted with an appliance. A case remains in this atus -until phy51cal
and mental restoratlon serv1ces are completed or termlnateaﬂg

-’

STATUS 18. ,TRAINING. A client is placed in this statds;if he is actually
receiving one or a combination of the following types of training: (1) training
‘in®a public or private school; (2) training within an agency or in a commercial
or industrial establishment under employment conditions; (3) training being
given under conditions other than school or employment. Clients remain in this -
* status until the training is either terminated or completed.

. J " . “-45- ' -
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(" EMPLOYMENT STATUSES'

- 7.

. STATUS 20. - READY FOR EMPLOYMENT. A client is placed ifpthis status when he
nas completed preparation for employment (counseling, guidance;,treatment, ”
citting of an appliancé, training, etc.) and is ready .to accept a job but has-
9bt yet been placed, or hdﬁﬁbeen placed but has not yet begun ehploymenF.
STATUS 22. 1IN EMPLOYMENT. ‘A client is placed in®this status when he has been
preﬁared for, been placed in, and be%pn employment. He must be'followed in

. this employment for-.A minimum.of 30 work days prior to being closed rehabili~

»

.- tated (status 26) to insure. adequacy of employment in accordance with the needs

L

and ‘limitations of the individual. Homemakers and unpdid family workers should
be “included under this status while they meet'the observation criteria..

1

' SERVICE INTERRUPTED STATUS
STATUS 24. SERVICE INTERRUPTED, A client/s placed. in this status if rehab-
ilitation services are interrupted while he lis in 14, 16, 18, 20 or 22. Such
‘cases are then held in status 24 until the client returns to one of the afore-
mentioned statuses or until the case is closed (statuses 26, 28 or430). -
. . [} ! “

CLOSURES FROM THE ACTIVE CASELOAD T
N R )

!

A client remains in the active caseload (statuses 14-24) until, he has com*

pleted the rehabilitation process or until it has been determined that the
rehabilitation process should be discontinued. Cases closed from the active
caseload are classified in one of the following categories.
STATUS 26. CLOSED REHABILITATED. Cases closed as fehabilitatedimust,\as a
minimum, (1) have received appropriate diagnostic and related services;

A . . . . . . o
(2) have received appropriate counseling, and guidance; (3) have received essén-
tial rehabilitation services in preparation for gainful employment; and (4) hav
been determined to be suitably employed for a minimum of-30 wark days. :

STATUS 28. CLOSURE - TERMINATED BY. AGENCY. Casegiclésed in this category must
have met ¢riteria (1) and (2) above, and have received at least one rehabilita-

, tion service in preparatien for gainful employfient. However, for reasons -«
determined by the appropriate agency personnel, the client has been terminated
from the active caselqad (statuses l4 through 24) of the agency. Also included
in this category are clients who transfer to another agency for services.

-

STATUS 30. JCLOSURE - CLIENT SELF-TERMINATION. Cases closed in this category
must have met criteria (1) and (2) above, and have received at least one
rehabilitatiqn service in preparation for gainful employment. However, the -
client choosZs to discontinue participation in the rehabilitation process.

NOTE: 1If a client has been accapted for services (statuses 14, 16 and 18) but
‘ has not begun to receive any of the services, he should be closed as

status 08 instead of closure in status 28 or status 30. : -

46— ) N
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) , SECTION I - RECORDING A 'NEW CASE - FORM 721IRX

. . ’

Cases not currentl& in some active status, will be treated as-new cfses,
incleding all cases previously closed in statuses 26, 28, 30 and 08. Each new
client will be entered into the computer file through the use of form 721RX.
The reporting agency will complete Form 721RX with the information necessary
to enter the client in the desired sEatus. The original copy of the 721RX
form' is ‘'used tp transport iriformation to the data Processing center for new
clients. Thetéa;bon copy remains in the -client's folder to document what. has

been sent to the data processing center.

)
MINIMUM DATA ENTRY REQUIREMENTS: STATUS 00 (REFERRAL). All cases recorded in
Status 00 (Referral) must, have \the following minimum information avallable&

~N )
1. Social Security Number (Block 101)
’ ~n 2. Case Number (Block 102) o !
3. Referral Source (Block 106)
4. Primary Sponsor'(Blodk 107)
' 5. Name (Blocks 108-110)
6. Address (Blocks 111-114)
7. Date of Birth (Block 1i7) B '
8. Sex (Bloek T18) e i
9. Disability as Reported (Block“i43)

NOTE! Form 721RX can be forwarded to the Data Processing Center for
g processing with only .this minimum information entered if the
\ referral is cldéed immediately ..(status 08) at the time T of the
- first interview. In these instances, <¢he Reason for Closure
(Block 145) should-also be completed. It is desirable, however,
" that the agency complete as many items as pdSSlble even though
the case is closed immediately. — . .
’ If the referral is not closed at the time of the first interview, the
follow1ng information is to be recorded on Form 721RX before it is. ‘forwarded
to the data processing center for inclusion into the computer case files,
' B \

Block 101 - Sociel Security Number (9 characters).. The client's Social

Sedprity number will be recorded if it is available. If the Social
Security number is not available at referral, leave this item blank and
the .number can be added later when it is obtained. Every effort should

¢ be made to obtain a Social Secur1ty number for a cllent if he does not
have one.

= -

_ Bioqk 102 - Case Number-(lO characters). A ten~digit case number mus t be‘

entered here. This case number consists of three parts:

Digits 1-3 consist of a unlque agency number supplied to the \\
agency by the center. v 7

Digits 4-5 consr\t of the 1ast two digits of the calendf?%year in
. YiTCh the' client enters into the rehabllltatlon process. <\ )

e
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Digits 6-10 consist of 4 3-digit casg designation beginning with the
= : _number 00001, and runs consecutively .from this number.. Each client
' ) will have a unique case designation assigned by the agency. At the
beginning of the calendar ‘year, the agency®will return to the number
00001 to desipnate the first case and will continue consecutively

. from this number. An example of .a case .number follows:

P o - 2 - 01412 .
L Unique Agency Year - Unique Client p
J ~ Number L QNumbgr {

<

© 7 ' Block 103 - Action Code (1 character). This item will be entered on the form
Shen recording any change or update. When recording a new referral the
item will be completed to reflect a new case not ‘previously in the case
information file (Code 1). A revision, update or adjustments on an active
-\ : © case.already in the computer file will be recorded as Code 2. .
v,—,,h/;> BIbck’lOZ - Current Status (2 characters). All cases. xecorded on Form 72{RX
" mugt be recorded as éithpr 00 (referral) or 02 (applicant) status. If the
‘ - case is to be placed immediately in one of the In-Service statuses (14, 16,
' or 18), the additional information required to enter & client in an In-~
Service status can be documented on the carbon copy of Form 721RX in the
client's folder and %@ter forwarded -to the genter on Form 721R as an update.

Block 105 J‘Reférral Date (6 ché&acters). This date reflects the date\the client
is accepted as a referrfl. Once established, the refermal date will not
change. ) '

Q

. Block 106 - Referral Soufce (2 ch??acters). Enter thﬁ_appropriate 2—digit code
to indicate the source 'of referral. The.codes can be found on Fo&m 721RX.

Block 107 - Primary Sponsor (2 characters). Enter the séurce which will directly

' pay the agency for the major part of the services rendered to the client;
that is, indicate the source to which the agency submits a bifl for services
and from which it expécts reimbursement. <If the cl;eﬁf is billed and remits
payment, use code 0 (self and family): even though the client was being
reimbursed by insurance or Workmen{sFQompensation. If payment is received
-directly from the insurance company, liowever, the,code would Fe 1; if

R payment is received directly from Workmen's Compensation, the code would

be 2 4and so on. The codes are found on*Form 721RX.
1 , /

" & Block 108 - Lasf Name (16 characters)ﬁ.‘Enter the qliént's last name.

Block 109 - First Name (7 Charactef%A: Enter the client's first name.

Block 110 -~ Middle Initial (l;character). Enter_Ege client's middle initial.

Block 111 - Street Address, Box.or Rbute ‘(20 characters). Enteg the client's "

house number, street, mame, box or Street numbér.
Y

Block 112 - City (17 characters). “ Enter the name of the city of the client's

‘M»m' o | -

residence. N
48~
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Block 113 - State (2 characters). Enter the 2 -digit postal service abbreVia-
tion. (See pagea24 for a complete listing of state codes ). -

Block.ll4'-yZip Code (47characters). Enter the gppropriate Zip Code.
\ e , .
Blod 115 - Telephone Number (lO characberg). Enter the client's area code
“and phone number. - .. J T '

’ .

. ¢
‘Block 116 - Previous or Maiden Name Cl6~characters). iIf the client is female,

" married or divorced, enter her previous or maiden name.* Iﬁ the client
has been;served prev1ously by the agency under another name enter this
name. R , o+
’ ' Vo d e ’5/
Block- 117 - Date of Birth (6 characters) » Enter the client s date of birth

(month, day, year) / % [ v

”

£

Block 118 - Sex (1 character).  Enter M'or F designating male on\ female. -

BLOCKS 119 THROUGH 139 WILL NOT BE COMPLETED AT THIS.TIME. R
. . B . i )

Block 140 - Previous Closure, Within 36:Months, Indi ator (1 character). Enter
the appropriate indicator code: ¥ (Yes), N (No), or X (believed céosed
but information not availaBle). If code X is enmter®d a file searchr will
be made for the proper 1nformation.

H u!av
Block 141 - Status (2 characters) If the client has been closed from the

agency within the past 36 months, enter the appropriate closure status
(08, 26, 28&or 30) ' :

A

Block,( 142 - Date (4 characters) Enter the date (ponth and yéhr) the casg
was closed. ) oo
. B . N 1.: i N , .
Block 143 - Disability as Reported (17 characters). Enter the description of’

the disability as reported at time of referral. It is recognized that the

isability as first reported -may nbt be-the primary or secondary disablingv ’

ondition as diagmosed, described and coded at the time the client com~
letes the referral process.

Block 144 -»Dis%bility Code (2 characters). Enter the appropriate disability

code. The codes can be found on pages 2 and 3 of this Manual.
Air

Block 145 - Referral Outcome - Not Accepted Reason (2 characters) ‘If the

-, client is ngt acceptdd for extended evaluation or rehabilitation services

» ~ and is closed from either &%atus V0 (reterral) or Status 02 (applicant),"

)enter the appropriate code.' The codes can be found on Form 721RX.

Block 146 - Referred To (2 characters).* Enter the code which best describes to/

what organization or agency a client has been referred when he.cannot be
served by the agency. If it is not appropriate or possible to refer the
client elsewhere, enter cod¢ 0. The same codes used to des1gnate reﬁérral

source will be entered for this 13em. . e
. i ' ’ ,/
\ 5‘ . ‘ X ya
® T v '

P T 2
- 2
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Block 147 - Closure Date (6 characters).  Enter the date of closure,(ggnth,
day, year) if thevclient is not accepted for extentted evaluation or-
. réhgbilitatibn services, . ’ ,
. ..
Block 148 - Accepted for Extended Evaluation (I character). Enter an X if
the client is accepted for extended evaluation. €, ,ﬁ?ﬁ

‘o

- ) . * . i ’ y, .
Block 149¢- Accepted for Rehabilitation Services (1 characger). Enter an X
if tpe_client.is accepted fot rehabilitation services. ’

g;pck 150 - Cost to Agency (3- tharacters). This item should be compieted only
=

"y, for clients-clo#éd\from referral (00) or applicant (02) status. ‘Enter

* the cost to the agency based on the number of manhours and other éxpenses
required to make the determination of closure (08). ] :

This represents the informgéion’items which must be' completed to record a
referral (Status Od) on Form 721RX. IF additional infermation is available, a
client can be entered as an applicant (Status' 02) on Form 721RX at the time of
initial intake. These requirements are described below. ‘ .

DATA ENTRY REQUIREMENTS : STA&US 02 (APPiICANT). A client cdn be entered
directly into the computér case file as an applicant (Status 02) if all the
information items in Sec ion I of Form'721RX can be completed by the agency
staff at initial intake. At this time; Block 104 (Current Status) will be
coded as 02. . : . ’ :

NOTE: "The following instructions are for entering a client nothurrentiy‘
: in the computer files as an applicant (Status 02) and not for moving
a client from referral (00) to .applicant (02) status. A client who
is moved from referral to applicant status will have already-been
reported to the center on Farm 721RX with all referral information
items enteredy and the agency will haye "received back a- computer- - .
produced copy of Form 721R with -the referral "information recorded. -
The agengy will use this 721R form to move the client from referral .

to applicant sStatus.

All of the information items found in Section T of Form 721RX must be com-
pleted to enter a client as an applicant. Many of them have been ‘described
previougly for recording a referral. : The féllowing instructions are provided
to complete the information items necessary to record an applicanﬁ.

'

' 7 e !
Specific instructions for these items are: ' CA \;_

Block 119 - Marital Status (1 character). Enter the appropriate code to indi- ,

' cate the client's marital status at time of referral. These codes caft be
found on Form 721RX. Persons in common-law marriages should be codeg‘as
"married’ and persons whose only marriage had been annulled should be
reported- as 'mever married." : ' ’

Block 120 - Number of Dependents (2 characters). Enter he;e'th% exact number of:

‘dependents the client claims. Dependents are persoms for whom .the individua],

as recognized as the head of the household, has major %espoﬁsibility for pro- .

-

viding the essentials of daily living. ever, if thﬁ client is not the
head of the household, he would” not hayé depémdents. For example:
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- a) The family or household consibts 'of a husbandi wife, and two
chlldren, and the husband is/ the recognlzed head of the household.

/ ,
l) 1f the husband is the llent, he has '3 dependeﬁts. . ¢
2) 1If the wif. is the client, she has zero dependents.-
3)  If either or both ch11dren are clients, they have zero
' dependcnts. . ) : a -
4) °If husband and wife are clients, the husband has three, the
wife zero dependents. . ‘

\
~

¢

b) The family :onsists of a woman (recognlzed as head of the house-

’ hold), supporting a child and the woman's mother, with no husband
present, by court decree for separation or divorce, by death ry.
desertion, or because he is institutionalized. '

' 1) If the' woman is the client, she has two dependents-.
2) 1If thelcnlld is” the' client, he has zero dependents.
3) 1f the mother is the cllent, she has zero dependents., :
4) If the husband is the client, and by court order is responsible
- for the financial support of one or more of the above, he
has zero dependents because he is not the recognlzed head of
{ the hovsehold. : » "

Block 121 - Total Number in Family ¢2 characters). Enter the number of persons

‘in the family of which the individual is a member. .This, item should never

be recorded as zero since the ¢lient will always be included in the family.
. "Family' is defined as those persons living in the same household who are

' ' related to one another by blood, marrlage, or adoptlon.
Block 122 - Regular Education (2 characters) Enter’ the hlghest gradé completed
for clients educated under a regular educational system. If the client was

not educated under a regular educational system and is not mentally retarded,

an equivalent grade should be calculated. If the client is mentally retard-

ed, code this item "XX". :

-

. -

Block 123 - Vocational Education (2 characters). Enter the number of years of

vocational education received by the client. If the client has not received
vocational education, enter a 0 in the blockes o -

-

Block 124 ~ Weekly Earnings (3 characters) . Enter the amount,,to the nearest
dollar, that the individual earned in the week prior to the date he was
referred. If the client has no earnings, enter 'O' in the space provided.
Income “as reflected in this item should inglude the gross earnings of the
individual. If the amount exceeds $99q~ ente¥}999

‘Block 125 - Total Monthly Family Iricome (3 characters) Enter the a nt, to

»~.. the nearest dollar, of the monthly income of the family of whlcgeghe client
- J% a member. This item should be recorded for the month preceding the date’
s %ﬁ referral and gross income should be ysed. If there is no income, indicate
‘> this by marking '0'. If the family income is more than $999, enter 999. °
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Block 126 -~ Source of, Suppqrt (i character). Enter the one-digit' code indicé;- N
. ing the cldent's primary s¢urce of sapport. The primary Source is simply

his largést source, even i it /is less than 50 percent. The general rule
is- that the support should be attributed to a particular source only when
it relates directly to the individual, or he is dfrectly involved. A
common source of error in coding source of support involves assigning
earnings of, or payments to, -other househald members as the source of
support rather than "family and friends' which is the proper source to |
report. For example, a female client who is supported through the current
earnings of her husband or by his unemployment insurance should be recorded .
for prigmary source of support as "family and friends" and not as "current N
_ earniggs' or ”unemployment‘insuréncé.” _ (
Block 127 « Work Status (1 character). Record the code of the activity which
defines what the indi¥idual was actually doing during the week prior to
referral. Th€ codes and definitions for each are indicated below. Code Y,
: "Not available," is to be used only for those individuals with whom a
Sy . Ppersonal contact could not be estabiished er the information was’ n6t other~
- wise available. . .
. a8 y
Work Status - General Instructions. A person whe did any work at all during
the week (except when paid "in kind" or a trainee or.worker in the n&E:EEEEéti-
tive 1abor“markeq) is to be classified in'pne of the first six categories
{Codes 1 through 6). Anﬁﬂﬁerson,not'meeting this criterion should be classified
. "as non-working (Codes 7 and 8) or as-a trainee or vorker in the non-competitive v
labor market (Code 9). -l . . . ’ - -
. " Codes 1 and 2 - Wage or Salaried WorKer. A wage or salaried worker is an )
: individual who did any work at all during the 'week" «or a private employer or
for the government (federal, state, or local) for wages, salary, commission,. ~.
type or piece rates. Not included M _this category are persons working only for )
N 'ﬂay fn kind ®(Code 8) or in any of the folldwing groups: Work for one's‘self
or in one's’own business (Code 3); BEP work in State-Agency-Managed Busingds . =~
Enterprise (Code 4); homemakers (Code 5); work for which there was no wage or ‘.
salary on a family farm or in a family business (Code 6); or voluynteer work for %
Red Cross, church, and other nonprofit'agencjes;'and“unpaid work for a. friend
& or relative (Code 8). For trainees or workers in the noncompetitive labor °
market, see Code 9.
Code 1 - Competitive Labor Market. 'This bategory refers to work for wages,
A salary, commissions, etc., as defined above, but does not include work in
™ sheltered workshops. Code 1 includes wage earners on farms, but not share=-
’ croppers or self-emplayed farmers (Code 3). ,
° Code 2 - ShelteredWWorkshop. This category refers to all persons who work’
for wages or salary as defined above ir a workshop conducted by a nonprofit
organization which provides work under special conditions for physically or
meﬁtally handicdpped individuals unable to enter or not ready for competitive
i employment. Workshops in which such actlvities are conducted are variously
R referred to as rehabilitation, community, curative, sheltered, ind%strial,
or occupational workshops., . ‘ .
- %
’ ' ' -
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" Codes 3, 4, 5 and 6 - Workers Not Wage or Salaried. wClasqified under Codes 3
through 6 are thos¢ individuals who are working, but are not Treceividg a wage
. or salary. , ‘ ’ K3 e

- . .-

! > . B .
/- Gode 3 - Self-employed (except ﬁéP)s This category refers to work for. -
)}/*~\ .. profit or fees in one's own business, farm, shop, or office. Superintend-
ents, fore@en,,madagers, and other executives hired to manage a business( >
or farm, officers of corporations, and ‘salesmen working for a commission
should not be classified Gnder this code, but under Code l. "'Self-
- employed" includes Sharecroppgrs, but not wage ‘earners on farms.

' Code 4 - State Aéency-Managed Business'Enterprises‘(BEP): This category
\\L ‘ refers to vending stands and othér®small businesses for the severely dis-.
. T abled under the management amd supervision of a state agency. It ‘includes
) ho%e industry, farms, and other enterprises. Home industry refers to work
formed undet the management and superviqion,oﬁ'é'state agency in the
c}ient'% own home or residence for wages or salary on a piece-rate, hourly,
weekly, or monthly basis. Such employment may be engaged 'in by persons

capable of activity outside the home as well as by homebound persons. L0

N &

- Code 5 - Homqmakéf$\;This category refers to persons (male or female)
whose prin€ipal actjvity is“keeping house for their families.. Persons
unable to perform any of “their homemaking duties in the 'week" should not
be included here,dput should be classified as "Not working: Other". (Code 8).

Code 6 - Unpaid Family Worker. This’catego?w refers to persons who work
Qi} ¥- without pay on a family farm or in a family business operated by one or more
-~ . *«" members-of their own family. Persons whose usual principal activigy is
. unpaid family work who are .unable to carry on any of these duties in the ¥
"week'" should be classified as '"Not working: Other" (Codg 8). ‘

« ¢

Codes 7, 8 and 9 - Not Warking. This includes'students and all others not
included in the ''working'" categories.

LN e .

r ~ «fode 7 - $tudent.. This category refers to pérsons who are attending school
in ‘the 'week" and cannot be classified in ome of the preceding 'working"
categories.

2
.28g

Code 8 - Other. This category refdrs to persons not in the categories above.
Examples include (a) persons just out of school who havet been unable to get
jobs; (b) persons unable to retain or obtain work; (c) persons not able to
perform their homemaking duties; (d) persons confined in institutions,
including places providing. specializéd medical care, homes for the aged,
prisons and jails; -and (e) persons receiving only pay "in-kind" (meals,
lodging, etc.). Do not include those attending school in a home or special-
ized school for children (Code 7). ’ ‘ :

“Code 9 - Trainee or Worker (Non-Competitive LaboﬁAMarket). This category
refers to persons who, although they may ‘have redkived stipen%s during the
. "week" for work or services performed, were functioning essentially in a
e ‘ non-competitive environment. Code 9 should be used mainly for persons
participating in work experience, work training, or work adjustment programs
such as those sponsored by the Office of Economie Opportunity, the Department

¢F

x ‘ P
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of Labor, and the Department of Health, Education,,anerelfarel\ Those
individuals employed in workshops or gheltered workshops -should be coded
"sheltered workshop worker" (Code 2). : '

-~

.Y - Not Available. This code is to be used when the information is not
available. ' -

Block 128 - Spanish Surname (1 character). Enter Y (Yes) or N (No) to indicate\
whéther or not the client's surname is of Spanish origin. It is recommended
that determining the 6rigin of the sGrname be made by observation only.
Questioqigg/fﬁé client directly is not encouragéd.

Pt
e

*

-

Enter the rappropriate one-digit code on Form
VL0 complete this jtem sholbld be obtained by
ion from the individual as to his
individual should be includéd in the

observation only. Eliciting infor
racial identity is not encouraged. An
group to which he appears' to belong, or id\so regarded as belonging in the
community. - Included under "Other', Code .4, ‘are Chinese, Japanese, and other
persons not identifiable by one of the other cyges. Ukger. "Not Available,"
“Code Yeﬁsgéuld be ingluded individuals with whom\persorfal contact was ngt
made, a the data were not otherwise available.

Block 130 - Public Assistance--Type (1 characte}), If theé\client is a recipient
of Old Age Assistance (0AA), Aid to the Blind (ATB) , A¥d to the Permanently
and Totally Disabled (APID), Aid to Families with Dependent Children ‘(AFDC) ,

; General Assistance (GA), or any combination of the above ypes, the proper -

e ) code will be entered. If the client is pot receiving public assistance,

Code 0 will be entered. The a ropriate codes aré listed om Form 721RX. -

/

Block 131 - Public Assistance-~Monthly Amount (3 characters). Enter the total
amount of the monthly payments made to or for the client and hi§ dependents °
in the month preceding the date of drrival. ‘Enter the actual do lar amount.

. . r e . -

Block 132 - Time on Public Assistance (1 character)«. The appropriate code will

N be entered to reflect the length of time the Glient has been receiv

gublic assistance. The appropriate codes are found on Form 721RX.

.
v

.Blocks 133 - 137 -- Federal Programs. This series of 'items is to be used to
. ‘ldentify clients with various Federal programs from which”/they may be
receiving services or with which they-may be associated.

Block 133 - Armed Forces Rejectee (AFR) (1 character). This block should
be .marked with an "X" if the client was beBween the ages of+17 and ‘26
and male at the time of referral, without regard to whether he was
rejected at theglocal draft board or an Armed Forces Examining Station.
. A Selective Service classification of 4F or 1Y is sufficient td
indicate an "AFR" identification. '\ = . C,

Block 134 - Minor Medical Services (MMS) (1 character). Clients,aééepted
' as referrals-from state vocational rehabilitation departments who -
= were referred to them for minor medical services under th npower
Development Training Agt should be identified 'by entering an "X" in
this block. T ’ !

“ - . . . . '58)
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CLIENT RECORD SYSTEM MANUAL i ;
Block 135 - Migratory Agricultural Worker (MAW) (1 eharacter). Cllents

identified as being in a migratory agrlcultural workeyrs prOJeCt should
be indicated by entering an '"X" in this block. . .

>

' Block 136 - Public Offender (PO) (1 character). Clients identified as ¢
: public offenders shpuld have an "X'" entered in this blodk. For
purposes of reporting, a public offender must have been tonvicted
(or "adjudicated'" in the case of a juvenile) of a public \of fense and
this offense (and history of previous offenses) is considéred to be

a significant contrlbutlng factor to his inability to obtain or retain
sultable employment~ -

Bloek 137 = Work Incentives Program WIN) (1 chraracter). This block should
-be marked with an "X" if the client was identified with the WIN program,
. . .regardless of individual payment or funding arrangements. :

A Lo ~

Block 138 - Age at Onset (2 characters). Entér the age of the ciient at\ onset of
the d1sab111ty. If tHe client has a congenital disability, Code O should be
used. . ‘ .

“
y

Block 139 ~ SSD1 Status (1 .character). Enter the appropriate one~digit colde from
the list of codes-provided on Form 721RX. The code.will reflect the’
currept applicant status of the individual. This information .can generally
be obtained from the client himself at the time of the initial intervieaw.

N

(Status 02) into the compufper cpse files. Upon rece1pt of Form 721RX, the cehter
will record the informatiotr and return to the agency a computer=- produced copy \of
Form 721R with the appropriate data printed on it. Future changes, updates, o
revisions will be transmitted to the data process1ng center on Form 721R.

Th1s completes 'the- 1nE§rmatlon requrrements for recording an applicant

NOTE: The agency sho“{d complete Blocks 145~147 and Block 150 if the

: applicant is not accepted for rehabilitation services, just as in
the case of a réferral not accepted for rehabilitation services.
Blocks 148~-149 should also be completed if the applicant is
accepted for extended evaluation or rehabilitation services.

4
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SECTION II ~ SERVICES TO CLIENTS '

Section II of Form 721R serves to record dollar costs of services and K

units of service received by the client. These figures should be kept on a

current basis #n order to minimize reporting errors. When Section II (lines

E thrpugh I) has been compleﬁed,.gg at three month intervals, from the date of
referral, Form 721R should be'fprwarded to the center to updataithe clieng's

case record. A computer-produced copy of the form will then be returned to

the agency with the updated information recorded. 1In this manner the agency

car maintain a current accounting of the cost of seryices rendered to each -

client. :

NOTE: A client who receives serviges from the agency will héye been
reported to the center as_an ‘applicant (Status 02) on Form 721RX
or 721R. All information in Section I - Recording a New Case
will lave been completed prior to recording the client as re-
ceiving services from the agency. In the event the client is
put into extended evaluation (Status 04) for diagnosis and
evaluation to determine emp loyment potenfial, he can be moved
to an In~Service status (14, 16, 18) from Status 04. o

I
Following are the instructions for completing Section II ~ Seryices to

r
Block 103 - Actiom Code (1 character). Action Code 2 should be entered to - )

indicate an update. ~— \
_ .

Block 104 - Current Status (2 chgractefsj} Enter the status of the client )
with "'the applicable 2-digit code. .

Blocks 151~152 - Primary Disability and Code (17~2 characters). Enter the

description and code of the diagnosed primary disability. Descriptions
and codes are found on pages 2 and 3 of this Manual. : ) .

. &

Blocks 153~154 ~ Secondary Disability and Code (17-2 characters). Enter the |

. Block 155 =~ Mulfiple Diéabilities (1 character). Enter the exact number of

description and code of the diagnosed secondary disability. pescriptions !
and codes are found on pages 2 and 3 of this Manual. )

\ disabilities which have been confirmed by diagnosis, not including the
primary and secondary disabilities indicated above.

v

Biocks 156~-157 ~ Vocational Objective and D.0.B. Code (19-4 characters). Enter

the vocational objective as determined by the evaluation of emp loyment
potential, community needs and services which can be provided by the
agency. It is possible that during the cpurse of the rehabilitation
process an adjustment or revision of the vocatiomal objective becomes
apparent to the professional staff of the agency. At this time, the
vocatiofial ,objective can be revised and reported to the computer center.
Use, the first four; (4) digits of the current D.0Q.T. code structure to - "
enter the vocatiod;l code. ’ :

&
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SPECIFIC SERVICES TO CLIENTS

"The cost «©of servié® is to be‘indicated for each service that is previded
directly by the agency or arranged for by the agency to be provided by another.
source. In many instances, the costs of rendering a-particular service or
series of services are reimbursed or provided to the agency by a third party
(State DVR, insurance, etc.) &Y paid directly by the client. Five cost-arrange-

'ggﬂt indicators have been developed to describe these different cost arrange-
ents. The appropriate one-digit cost arrangement[code should be placed in the
block marked "IND'" when entering tHe dollar cost o

The codes to be used are presented below:

the service.

. Total cost assumed by agency

+ Pre-paid Fee .

+ Total Cost Reimbursed or Paid to Agency’

- Cost Divided Between Agency and Other Party-
. Other Arrangement

[ I R O

The unit of service is to be recorded also wherever appropriate. The
'following descriptionsJand definitions of rehabilitation services indicate the
correct unit of service to record if the client receives that particular service.
In some instances, the unit of service is not appropriate and is therefore not
indicated. .

EVALUATION (Blocks 158-169)

This category includes diagnostic and evaluation serviges required to f
determine employment potential or to ascértain the nature and scope of rehabil- .
itation services. needed. Services provided to a client while in extended evalua-
tion (Status O04) should be recorded in the actual service category, i.e., Physi-
cal Therapy, Homemaker Services, etc. ) .

Blocks 158-160 - Psychological Evaluation - Unit - Indicator (4-3-1 characters).
Included is evaluation to ascertain the various psychological factors
influencing the client's rehabilitation potential.. Enter the amount of //
expenditures and the number of hours of service received by the client.

Blocks 161-163 < Medic¢al Evaldation - Unit - Indicator (4=3-1 characters).
Included is evaluation to ascertain the medically-related factors which
influence the rehabilitation potential of .the client. Enter the amount of
expendftures and the number gg'hou$5 of ?érvice received by the client.

Blocks 164-166 ~ Vocational Evaluation l Unit - Indicator (4-3-1 characters).
Included in this service are work—ﬁéiented evaluation techniques to deter-

mine the highest level of functionipg including work potential,'léarning
capacity, skills and interests. Enker the amount QQZéxpenditure and the
number Of hours of service received by the client. .

: - &57- ) ' Ao




‘ | CLIENT RECORD SYSTEM MANUAL , . .

Blocks 167-169 - Other Evaluation - Unit - Indicator (4-3-1 characters).
Included are other evaluation services not described above to determine .
the rehabilitation potential of the client. Enter the amount of expendi-

“tures and the number of hours of service received by ‘the client.
~

y

\

PHYSICAL AND MENTAL RESTORATION (Blocks 170-197) x

b

"..This category includes medical and medically-reld@ed services which are

necessary to correct or substantially modify-a physical or mental Qijdition.

\
\

Blocks 170-172 - .Physical, Therapy - Unit - Indicator (4+3-1 charactets).
Included are me&Ically-prescribed‘treatments of disease or injury under
the ‘supervision of a registered and licensed physical therapist to achieve
the maximum physical capacities of the client. Enter the amount of expend-

iture and the number of hours of service received by the client. - ’

Blocks 173-175 - Occupational Therapy - Unit - Indicator (4-3-1 characters).
Included are medically-prescribed activities by a registered occupational
therapist to aid the client in developing his vocational potential and
his capacity for"daily living. Enter the amount of expenditure and the
number of hours of service received by the client. :

)

 Blocks 176-178 - Speech and Hearing Therapy - Unit - Indicator (4-3-1 characters).
Included are rehabilitative services provided by a professional, certified
thérapist.{fEnter the amount of expenditure . and the number of hours of
'service received by the client.

i Blocks 179-181 ~ Medical Services - Unit -- Indicator (4-3-1 characters)®

N Included are services provided by a licensed physician who can give pro-
fessional medical services to clients. These may include medical examina-
tions, treatment for illness or injury, etc. Enter the amount of expendi-
‘ture and the number of hotirs of service received by the client. -

Blocks 182-184 - 'Psychological Services - Unit - Indicator (4-3-1 characters).-
Included are professional psychological services such as counseling on ‘
problems of personal adjustment to the client, family, and community; A
counseling of the family in its role in the rehabilitation program. of the
client, etc. Enter the amount of expenditure and the number of hours of
service receiyed by the client. :

Blocks ¥85—187 - Nurs'ing Services - Unit - Indicatori (4-3-1 characters).
»__ma_laeiaéqéjafy~nursing services such as treatment! of clients, dispensing of

ﬁ%esc;iption medicines under a doctor's instructiom,.etc. Enter the’ ambunt
of expenditure and the number of hours of Service<?z§§4vedby the %lient.

) Bloéks 188-190 - Dental Services - Unit - Indicator (4-3-1 characters). .

"Includeéd are services provided by a licensed dentist who can give pro-
. : . . L. . .
.. fessional dental services to clients. Enter the amount of expenditure and
the number of hours of service received by the client.
ko] . a0 v !

Blocks 191-193 - Social Services - Unit - Indicator (4-3-1 charactets). Included
are casework services provided by a trained social worker. Social services .
,deal primarily with personal ounseling, family relationships, housing, '
financial*problems, etc. Enter the amoupt of expenditure and thg number of .

- , hours of service received by the client. X ' . g

’
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Blocks 194-195 - Medication - Indicator (4-1 characters). Included are. prescrip-

tion and non-prescription medicines and drugs purchased for a particular
: client for his individual needs. Enter the amount of expenditure for medi-

cation. ’ e
. v . AN

Blocks 196-197 - Prosthetic Appliances - Indicator (4«1 character$). 1Included
aré the purchase of, fitting of, and repair and maintenance of, prosthetic
appliances for a particular client for his individufl use. Enter the amount
of expenditure for prosthetic appliances. Ug :

¢ .
2

TRAINING (Blocks 198 - 215)°

This categéry includes services provided to train or retrain clients im
ocational skills to achieve their highest vocational potential. This is accom-
plished by instruction, supervision, demonstration and consultation. "

Blocks 198-200 - Work Adjustment - Unit - Indicator (4-3-1 characters). Included
are work-oriented tasks designed to achieve the fullest possible development
of an ability to work. Areas of work adjustmént training include work con-
ditioning, work tolerance, personal and social.adjustment, attitude develop-
mefit, and work habits development. Enter the amount of expenditure and the
number. of hours of service received by the client.

Blocks 201-203 - Vdcational Skill Training ~ Unit - Indicator (4-3-1 characters).
Included are actual training or retraining of the client in vocational skills
in a rehabilitation setting. This service-may be provided within the rehab-
ilitation® agency or in an on-the-job setting. Enter the amount of expendi-
ture and the ‘number of hours of service received by the client.

NOTE: 1Included in the ¢psts of provided vocational skill. tra1n1ng are
wages paid to the client while learning the skills necessary to’
perform the job. If the client remains on the sade’ job when the
training program has been completed, the wages paid should not be
included in the cost of providing this service. The client, under
these circumstances, should be considered gn employee and would no
longer be reci%ving training @ervlces from the agency.

Blocks 204-206 - College or University - Unit - Indicator (4-3+1 characters).
Included are services provided by a college or university leading to an
-associate, bacheler, or graduate degree. Enter the agmount of eXpenditure
and the number of hours of course work (semester or quarter) durlng whlcn
the client attende:Zthe college or university.

-

Blocks 207-209 - Business School or College - Unit - Indicator (4-3-1 .characters).
Included is training to prepare a client for an occupation in some area of
business. Skills obtained may include typing, accounting, bookkéeping, etc.
Any scheol offering a degree ‘(Bachelor of Arts, Bachelor of Science) in
business or related fields should be included under-'"College or University."
Enter the amount of expenditure and the number of course hours (semester,
quarter, etc.) during which the client attended the business school or
college. :

[] . 4
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Blocké 210-212 - Vocational School - Unit - Indicator (4-3-1 characters). .

Included is traiding in a vocational school or other technical school to
prepare a client for an industrial occupation by providing him with a
trade. Skills may include welding, woodworking; television repair,

electrical wiring, etc. Enter the amount of expenditure and the- number .
of hours (semest¥r, quarter, etc.) during which the'clieng attended the -
vocational school. - . ) 0 : N

Blocks 213-215 - Miscellaneous Training - Unit - Indicator. (4-3-1 characters)s
Included are training services not described above which provide the client
with vocational skills. Enter the amount of expenditure and the number of
hours of service received by the client. ’

3 €
,

MAINTENANCE (Blocks 216-225)
This category includes services provided to a client which cover basic
- living expenses so that he car derive full benefit from other rehabilita- .,
tion services provided. - - \

Blocks 216-<217 - Housing - Indicator (4-1 characters). Included are the costs
of shelter, lodging or dwelling space purchased or provided for a particular -
client for his individual needs. Enter the amount of expenditure for this
Service. . . - N

Blocks 218-219 - Food - Indic&tor. ¢4-1 characters). Included are the costs of *~
food allowances or actual purchases of food for ‘a particular client.” Enter
the amount -of expenditures*for this service.

: g o Pl 2
- 2

Blocks 220-221 - Transportation - Indicator (4-1 charadcters). Included are the
costs of - transporting a.particular client from one place to another for any
purpose; e.g., training, entertainment, examination, emplayment, etc.
Enter the amount of expenditure’ for this Sérvfﬁg. N ‘ i

Blocks 222-223 - Clothing - Indicator - (4-1 characters). 1Included are the coéts .
of all items of apparel purchased or provided for a partichlar cliedt for
his individual use. Enter the amount ‘of expenditure. for this service.,

Blocks 224-225 - Wage Supplements™- Indicator (4-1 characters). Included are the

' costs of any monies paid to an individual client ‘which is not for services
performed or related to paid work activities. Enter the amount of expendi-
ture for this service. ) .

~

’

- RELATED SERWICES (Blocks 226-248) . , _ .

JIncluded in this category-are all other services provided to a client which
will permit him to fully benefit from the total rehabilitation process.

Blocks 226-227 - Materials -- Indicator «4-1 characters). Included are the costs of
all materials putchased or provided to the client for his individual use.
These materials include prosthetit supplies, furniture, tools, craft supplies,
production materials, etc. Enter ‘the.amount of expenditure for these items.

&30
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CLIENT RECORD SYSTEM MANUAL . . .

Blocks 2284230 - Placement Services - Unit - Indicator (4-3-1 characters)..
. o Included are services providing pre-placement preparation, counseling,
) actual placement, follow-up and supportive services for clients entering
‘ competitive employ@ént or sheltered employment. Enter the amount of
- 'expenditure and the‘nuﬁber of hours of service received by «he client.
. : ) I ' . . §
- Blocks 231-233 - Recreation and Social Activiti® - Unit - Indicator (4-3-1
, characters). 1Included are activities which provide a structured recrea-
tional program which may include planned recreational and soc®al activities
at the agency or away from the dgency.- Enter the amount of expenditure and
, the number of hours\of service, if applicable, receivéd by the client.

'

Blocks 234-236 - Homemaker Services - Unif - Indicator (4-3-1 characters).
Included are services paid for or provided to a particular client's family
. for the maintenance, care and ssupervision of the client. Enter the amount
» of expenditure and the humberigg hours, if applicable, of service received
, by the client. - ’ . '
Blocks 237-239 - Day Care Sérviees .- Unit = Indicator (4-3-1 characters).
Included are setvices providing a structured daily care agnd activities
' program for childﬂen\and»adults, including nursery services. Enter the
' //’ amount of expenditure and the :number of hours, if applicable, of service -

kfeBrbvided‘to the client. y ‘ , )

/ Blocks 240-242 - Work Activity Services - Unit .- Indicator 64-3-1 charactgrs).
Included are services providing a separated department hawing an identifi-
able program to provide therapeutic activities for handicapped clients whose
physical or medical impairments are so. severe as to make their productive
capacity inconsequential. Work activitdies services must comply with' the
regulations of the U.S~Department of-Labor regulations), part 525.2(c) con-
cerning productive and‘:;?nigg tests. Enter the amount of expenditure and

. . " the number of hours, if applicable, of services received by the client.
B v ?

. 4 N -
Blocks 243-245 - Educational Services - Unit - Indicator (4-3-1 characters).
Included are services providing structured classroom situations of academic
work uﬂ%er the direction of a licensed or certified teacher. Enter the
amount Jf expenditure and the number of hours, if applicable, of service

receiv by the client. o .

Blocks 246-248 - Other Services - Unit - Indicator (4=3-1 characters). Included
are rehabilitation services which are not -properly included in one of the
definitions above. Enter the amount of expenditure and the number of hours,
if -applicable, of service received by the client. '

Block 249 - TOTAL COST OF SERVICE§'(5 characters). Enter, the sum of all expendi~
tures for services provided to the client. hﬁ\& ’

-»

Block. 250 - AMOUNT REIMBURSED OR PAID TO AGENCY (5 characters). 1Include‘the sum
of service costs which were entered in.Section II with arrangement codes
) 1o n (Pre-paid&feé) or "3" (Total cost reimbursed or paid to agepcy). This
sum, when subtracted from the "Total Cost of Services," gives the agency an
indication of the approximate cost of providing rehabilitation services to a
particular client. ’

o o . N
~ < - ~
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'SECTION TII - CLOSURE - Form 721R
. ’ ) : I ) '
Upon completion of all services from the agency and at the time of closure
of the client from the agency rolls, Section III is to be completed and forwagded
to the center on Form 721R for the final update of the cliéng's case record. A
final computer-produced copy of the form will then be returned to e agency for »

the client's permanent case folder. Any C%;;é;ii;& revisions of Séckion-I and/or

Section II must be made on the final copy b ending it to the computer 'center.

. L , v .
T If a client has beeh;accepteégzor rehabilitation ggrvices (statuses
18), he'will be closed in one of the following statuses 26, 28 or 30.

diagnostic services from the-agency, but (b) has not been accepted for rehabilita
tion services, he will be closed in Status 08. -

. . . g . .s“
The instructions for completing Section III are: °*

Blockil03 ~ Action Code (1 character). Enter action code 2 indicating a revision
or update. ' '

@
[y

Block 104 -~ Current Stgtus (2 characters). Enter the current status of the client.

Block 251 ~ Closure Status (2 characters). : Enter the client's status (08, 26, 28,
or 30) at the time of closure. In order to cloge a’'client in status 26
(Rehabilitated), he must have been successfully employed for a period of
Qg'work days prior to closure. This fact must be confirmed by appropriate
follow-up by agency staff. o0

a -

Block 252 - Reason for Closure (2 characters). Enter the ppropriate code to
indicate the reason for glosure. When a client is closed in Status 26, this
item need not be completed. The codes. are listed on Form 721RX and are the ¥
same used for item 145 - Reason. o ' " o,

- Block 253 ~ Work Status (1 character). Emter the appropriate code that describes
what the client was actually doing during the week prior to the time his case
was cloqed from extended evaluation or'the active caseload. Code Y, "Not .
Available," is to be uséd for persons closed from extended. evaluation (Status
08) or as not rehabilitated (Status 28 or 30) when the cérrect code cannot be
ascertained. Codes 7 and 8 (not working); code 9 (trainee or worker) or
code Y (rot available) may not be used for a person closed rehabilitated

(Status ZP). 3

’

v

‘Block 254 ~ Weekly Earnings- (3 cﬁaracters). Enteé the weekly earnings of the , ,
client to the nearest dollar in the week before closure for clients closed from

extended evaluation or the active caseload. If the client has no earnings,

enter 9 in the space provided; enter Y if not available (Statuses 08, 28 and
30, only)." . ' '

- - = ’
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* _CLIENT RECORD SYSTEM MANUAL - | T

Block 255 ~ Public Assisgtance Type (1l- character) If the client has been
previously defined to be a public assistance recipient at referral or has
begun rec¥iving public assistance during the rehabilitation process, enter
the code for -type of public assistance.

. Block 256 = Monthly Amount (3 characters). Enter the monthly dollar amour't of
public assistance the client ;is receiving per month, at closure. If none,
enter "0'". Enter ”Y" if not available (St@tuses 08 28 and 30, only).

Block 257 ~ Termination Dage 4 characters) If the client has received pub11c
assistance and the publ&e~ass1stance has terminated during the life of the
~ cése, enter the month ‘and- year. Leave blank, if public assistance is not
W ’ avajilable, still being received, qor has nEver been received.

Block 258 - SSDl Status (1 charactet) Entef“the appropriate code. This item
should, be completed for all clients clofed from extended evaluation
(Status 08) or the active 3£seload (Statuses 26, 28 or 30).

Blocks 259~ 260 -~ Occupation _and Code (17-4 characters). Enter the client's
occupatlonal title and D.O.T. code at closure. If the client is self~
e employed or has several employers, enter "self=- -employed"; if the cllent
’ "~ 1is not employed (Status 08, 28 or 30), leave the item blank. .

.o

¥

Block 261 -~ Ehployer -~ Name ‘(15 characters) Enter the. client's employer's
. : name or company. If the c11ent is s€lf-employed, enter "Self-Employed."

Block 262 - Employer - Address (18 characters). Enter the address of the client's
employment. If the client is self-emplodyed or a homemaker, leave address
blank. =

Block 263 - Empioyer - City (15 characters). Enter the name of the city in -
which the client's employment is locaeed .

e ' ¢

; it
I Block 264 - Employer - State (2° characters) Enter the approprlate 2-digit code

8 " for the state where the client's emjloyment is located. . L 1
Blocks 265-292 - Status H1story - Codes and.Date (2-6 characters). These items

will be entered by the agency staff/at the.time of closure. The appropriate
status codes and effective dates bf/ the status changes should be entered
sequentially as the client changegﬁftatuses‘{hrough .the rehabilitation
process. The agenty staff may wish to record status changes as they occur
_durrng the process of moving a c11ent through the variousssteps of the
rehabilitation process. This 1s‘acceptab1e for reporting purposes.

\
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APPENDIX'1 A
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Alabama....oeeeey/ieessq. AL
AlasKa.eeeeesensfennannss AK
ArizonaeiiececechosesesssyAZ

Californiavesyeveoesaoass .CA
Colorado.ceevfveneasess..CO
Connecticutefeeeseesou. oCT
Delaware..eyeeeeeeesssss.DE
District of/ €Columbia.....DC
Florida...l........(.....FL.
Georgia.efieeeriirnneaaas GA
PP 6
Hawa11..............;....HI
Idaho../{
I11inoi8eeeeeeeeseseveassIL
Indiana@..eeeeeeeenceessss IN
IoWa.leieeseeeasaseseeaas IA
Kansds.eveeeeeoeaspoensa KS

Arkansas.....;/.......... R

WA B

qﬁcﬁ§;.;.....:...KY
Louisiana..eceveess LA

-Maine...ieiiieeee.  JME -
,Maryland.......,....MD
Massachusetts.......MA

Michigan..seeeeeuoo . MI
Minnesotaeseeseeess MN

‘Mississippicecec....MS

Missouri....ieeeeoc..MO
ONta8nas.eeeeseioeon ML

Nebraska............NE
Nevada....ooevuusa s NV

New Hampshire.......NH
New Jersey..eeee....NJ
New Mex1co.....*¢...NM

‘New York:... -’w .NY
North Carolinas®"....NC

"North Dakota........ND

€~

Ohio.eveeveenesnnnn.. O
Oklahoma:........,..."0K
Oregon.........n. 7. =~O0R

Pennsylvania..........PA

Puerto R§co0eseeeees...PR
Rhode 'Island..........RI
South Carolina........SC ~
South Dakota..........SD
Tennessee.oeeeeeesess TN
Texas.oeesieassseese s TX
Utah................;.UT
Vermonteeceeesoanaeses VT
Virginia...........;;.VA‘
Virgin Islands........VI
Washingtona...ouus... WA
West Vlrglﬁ“z....;....WV
Wisconsin.eeeseeeosss WL

,Wyoming....{..........WY-‘
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v USER SYSTEM - CLIENT RECORD FORM 721RX , ‘ ‘
v A ‘ ‘Act Curr Ref Date Ref |Prim| Client Name \
5 § - A
Al Sdc"Sec No Case Number Code| Stat Stc [Spon| Tast First MI ]
' . - , e :
A i
101 102 _ ['103 | 104 105 106 | 107 108 109 110/
EB -Street Adéressf Box or Route Cit& L State Zip Code Phone Number : PrEvious‘or Maiden Name
_ 111 112 113 116 f 115 116 _
c|Date of Birth Mar o of {Tot No| Education Weekly Io;'Mp Src JWork Ss;/ Public Ass't Federal Programs |Age at
Mo |Day | Yr Sex Stat | Dep |in Fanl Reg Voc Earn [Fam Inc|SupplStat| S Race|Type|Mo Amt |Time JAFR W { PO EIN Onse
- ' ’ h /
' o \ s .
117 118 119 120 121 122 123 124 125 126 1 127 1-128]129] 130 | 131 132 1133[134135 36 (13 7] 138
D{SSDI Previous Closure Disability as Reported Ref OQutcome--Nof Accepted ccepted fod Cost to
‘Istat [ Ind[Stat Mo Yr Description Code Reas |Ref tolMo Day ‘Yr Eval |Rehab | Apepney
, .
139 J140] 141 142 143 144 145 146 147 - 148 149 150
) - - .
, . o ‘1
ACTION CODE: (BlockJFB3) - « SOURCE OF SUPPORT: (Block 126) PUBLIC ASSISTANCE-TIME: (Block 132)
1 New case, not prev1ously,recorded 1 Own earnings 0" Not Receiving Public Assistance
2 Revision, update or adJu;tment . 2 Family and friends 1l Less than Six Months A
3 Public Assistance 2 5ix Months but less than One Year
REFERRAL SOURCE: (Blocks 106 and 146) 4 Social Sechrity ) 3 One Year but less than Two
0l Schools and Educational Institutions 5 Workmen's Compensation 4 Two Years but less thap Three
&2 State Depgrtment of Vocational 6 Unemployment Benefits ) 5 Three Years but less than Four
Rehabilitation 7 Private Insurance 6'Four Years put less, than Five
03 State Agency for the Blind 9 Other 7 Five Years or more ]
04 Hospitals, Sanito;iums'and Clinics ' Y Not Available *
. 05 Other Health Agencies--Public and WORK STATUS: (Block 127)

Private, e.g., public health nurses,
visiting nurses associations

1

Wage or Salaried Worker-
Competitive Labor Market

Aruitoxt provided by Eic:

'8SDI STATUS:

(Block 139)
1 Applicant--Allowed Benefits

Veterans Administration facilities, etc. 2 Wage or Salaried Worker- 2 Appllcane--DenLed Benefits
06 Private Physiciard Sheltered-Workshop 3 Applicant--Status of Applicant
07 Workmen's Compensation (State or Federal) 3 Self-Employed (except BEP) Pending
08 Ppublic Assistance--Welfare 4 State Agency-Managed 4 Not Known if Appllcant
09 EmpToyment Services (State or Federal) Business Enterprise (BEP) 5 Benefits<Discontinued or
10 Self, Family, or Friends 5 Homemaker Terminated e
11 Insurance Companies 6 Unpaid Family Worker ! \
12 Employees and Trade Labor Unions . 7 Not Working--Student REASON NOT ACCEPTED: (Block 145) 8
13 Social and Family Servige Agencies 8 Not Working--Other 0l Unable to locate or moved® -
14 Other Governmental Agencies (Federal, " 9 Trainee or Worker (Non- 02 Handicap too severe
State and Local) and Public Officials Competitive Labor Market) 03 Refused services or turther .
15 Churcheg and Religious -Institutions Y Not Available (08, 28, services
19 Other and 30 only) 04 Transfer or referral to State
@ DVR or blind agency for services
PRIMARY SPONSOR: (Block 107) RACE: (Block 129) 5 Transfer or.referral to another
0 Self or Family 1 White agency for services . -
" 1 Insurance-~Health. Plans . 2 Negro .06 Insufficient funds from fund.ing
2 Workmen's Compensation 3 Indian source 31£5
3 State DVR--Blind Agency 4 Other e 07 Client. in titutionalized
4 Public Assistange 08 Failure td cooperate
5 Medicare ! - PUBLIC ASSISTANCE-TYPE: (Block 130) 09 Chronic ab enteeism
6 Xssociations -Foundations- Charities-Funds 0 None 10 Death .
7 State Employment Agency 1 01d Age Assistance (OAA) 11 Illness or hospitalization ke
_8 Free "2 Aid to the Blind (ATB) 12 Lack of appropriate transporta-
9 Other ~ 3 Aid to the Permanently and tion -
_ N ' Totally Disabled (APTD) 13 Lack of motivation .
SEX: (Block 118) . — 4 Aid-to Families with Dgpendent 19 Other
M Male Children (AFDC) . . é??
F Female 5 General Assistance Only
. ) ! 6 AFDC in Combination with .
MARLTAL STATUS: (Block 119) Other Type(s) t, . » -,
.1 Married ' 7 Any Combination with Other . \d RS
2 Widowed , Type (s) : N 1
3 Divorced ! 8 Type(s) Not Known DO
4 Separated - . * . !
5 Never Married .
\ - .
G ' nselor Effective Date et f / , ’
ERIC A |
" ) .o
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USER SYSTEM - CLIENT RECORD FORM 72 1R
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o

J

Soc Sec

Case Number

Act JCurr

Kef  Date

Kef

Code| Stat

Mo

Day

Yr |[Src

Prim]
Spon

Client Name

Last

First

M1

: 101

102

1103 | 104

106 1 1

7

108

109

110

Street Address, Box or Route

C

ity

[ State_.

| _Zip bode

Phone Number

Previous or Maiden Name

s

112

113

114

115

116

Date of Birth

Q.

Yr

K

Mar

Lagt

No of

Dep_fin

ot No

Education

m| Reg Voc

Earn

Weekly [Tot Mo
am” Inc

St
-0
Supp

orly
Stat

Spn
Sur

Public Ass't

Federal Progr

Race|

Type

Mo Amt

Time

MMS

W

BO

WIN

Age at
Onset

o

s

AFR]

117

118

- 119

120

121

122 123

124

125 126

127

128

129

AL30

131

132

133]134{13

5

136

137

138

SSDI

Py

evious Closure

Disability As Reported

Ref Qutcome--%

pt_Accepted

Accep

Ced for

Stat |Ind

Stat

Mo

Yr

Code

Reas

Ref to|Mo

o

Day

Yr

al |Rehab

Cost to

Agency

“Description

[

146 -

147

Ev

139

140

1

41

142

143

144

145 -

148

149

150

]

‘Primary Disability

Code

Secondary Disability

Code

Multi-
Dis

(Vocational Objective

D.O.T.
Code

‘

»

151

152

153

154

155

156

157

Psych

Eval

Med Eyal

Voc .

Eval

] Other Eva

1

Phys Ther

Occup

Ther

eech & Hearin

Services

Cost |Uni

Hin

d

Cost

nit

Ind

Cost

Unit

Cost

Unit

Ind! Cost

nit |Ind

Co

st|Unit]Iha

Cost

Unit

Ind

Cost {Uni

&

nd

158

159

16

161

162

163

164

165

166} 167

168

169

170 § 171 172

17

3 174] 175

476

177

178

179 1180

181

sych Service

ing_ Se

ys

L

Servs |Socia

Se

A'Z:]

edica

tim

Pros Appli

Work Adjus tment

V

Qc S

ill Trng

Col

1

/Univ

Cost iyUnd

L

Jod

Cost

Und,

nd

gost

Unit

'Tod

Uit

Ind

IondiCost

Ind

Cost JUni

nd

'Cost

Unit

Iod

gost

UnitInd

Cost

£ast

182 1183

18

4

185

186

187

188 ©

189

190 191 -

192

193

194

195] 196

197

198 1199

200

201

1202

203 | 204

205

P06

us_S

h/Co

Yog

cho

Misc

Trai

nin Hou

ing

Fog

Ira

Clothing

e S

RRIMa

Ltexr

ial

Cost |Uni

t

Ind

Cost

Unig

Ind

Cost

Unit

Ind}Cost

Ind

Cost

Ind

Cost [Ind

Cost

Indf Cost

Ind

Cost

Ind

Svcs

Cost

Unit]

Ind

v

207 [208

20

9

210

211

212

21

312

14 P15] 216

217

218

219

220 p21

222

223] 224

225

226

227

228 1229

230

Rec/Soc

Act

Homemaker

OVC 8

Day C

are

vVC8

Work Act

VCS

duca Serv

LCe S

Other

Cost

Unig

Ing

Unit

Ind

Cost

Unit

Ind| Cost

nit

Ind

Cost

Unit| Ind

Cost

Serviges]) T
Unit] Indl of Services

ota

1 Cost

Amount
Re imbursed

Cogt

231 232

23

234

235

236

23

7 12

38 J239] 240

241

247

243

2447705

246

247 L8

249

250

Clos
Stat

eason Work

S

tat

eekly
Earn

Public Assistan

ce ,

Mo Amt

Mo |Y¥Yr

SSDI
Stat]

.

Occupation

D.0.T,
Codé".

ype

251

252

2

53 2

54

255

256

257

258

259

260

City

State

Name or Company

Street Address

261

262

263

264

265

STATUS

HISTORY.

Code [Mo

ay

Code

Mo

Day

Yr

Code

Day] Yr

Code

(o]

Day| Yr { Code

DayyYr

Code

Mo

Yr

Code IMo

ay

Yr

266

268

269

270

271

272 273

-274 275

276

277

278

Code [Mo

Day

Yr

267
Code

Mo

ay

Yr

Code

Mo |Day|Yr

Code

Mo

Day|Yr’| Code

Day {Yr

Code

Mo

ay

Code

Day

Yr

279

280

281

282

283

284

285

288 287

288 289

290

292

Counselor °

ERIC

Aruitoxt provided by Eic:
"

Effective Date

Wi
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INSTRUCT IONS FOR COMPLETING.PAR II - SERVICES TO CLIENTS
@

- '

The financial infogmation required-to coﬁplete Part II of Form 721R~~ :
Services to Clients ;an be obtained by keeéing accdrate records of services
rendered to clientg, This process can be simplified through the use of the
accQmpanying instructionéiand worksheet which deal with computation of costs
and determination of unitgiof service.

1
4

1t isé;aégmmended that the worksheet be completed on a weekly basis for

~

- each clienT receiving services from the facility. A worksheet should be:included

in the client's case -folder so that entries can be made by the counselor and/or
s , y

8ther‘staff'workiﬁ§QDich the client. When the client completes the rehabilita~"

s . . R

tion process or is terminated from the program, cost data and units of service

should be transferred- from the worksheets to Form 721R and this form can be for-
. ~ . , .

warded to the'Data Processiqg Center to update the ile. The work-

sheets can be retained in the client's folder as part of the pexpanent recoxd

or they can be discarded once the information is transferred to Form 721IRs

LY

A, DESCRIPTION OF THE WORKSHEET N

4

. SERVICE CATEGORIES - The éatégories of service on the worksheet are identical
to those listedron Fo;m.7?lR. Block numbers on the worksheet refer to Specific
blocks where the sFrvices are located on Form 721R.”3A complete deééripkion‘Of
each category of service can be found in Ehe Client Record System Mgghai, pages

. v . b %
17-21. - L/ | .
(

EXPENSE CATEGORIES - Six expense cacegérfés are listed on-the worksheet to

-

allocate the actual service casts to the proper source of the expense.

1) Shlaries to Professiongl Staff -~ Included in this category aregzcosts of

salaries paid to those employees of the facility, either part-time or full~time,

who have a vocation generally recognized by universities an colleges as requirin
. " / - :

z 4 ro - -

&

g )
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-3

. ;e Yo
special training leading to a degree (distinct from the usual degrees in arts and

.
Y i A

sciences), requiring principally mental rather than manual or artistic laber or

.

skills for .its successful produbfion, recognizing the duty of public service, andQ
oo ’ ¥ B .
having a code of ethics generally accepted as binding upon its members (psycholo-

+ -

ists, social workers, therapists, 'counselors etc.). Senior staff or executive
g ) ’ \ P ’ ’ 1

staff members who exercise professional skills in their contacts with clients and

who are rendering direct service to clients should alsa be .ncluded in this expense

category. Fringe benefits for professional staff memberqpfhould not be included in
- e

the costs of salaries.

-

2). Salaries or Wages to Supervisory Staff -- Included are costs of SalarLes or

. ~ . - ~
wages paid- to employees who spend the majority of their time in training or Super-

vision of others, but are not Eart of the seniﬂr staff or do not qualify as pro-
fessional staff. Fringe benefits for.supervisory staff members should not be —

included in the costs of salaries or wages.

Y3 -

3) Wages to Clients -- Included are the costs of salaries or wages paid to clients

.

4

for their productive efforts while undergoing evaluation, treatﬁént, work adjust-

ment; training, or other rehabilitation services. Fringe benefits for clients

‘

should not be included in the costs of salaries-or wages.

.

" NOTE: The definition of a client is: Any person'heéding evaluation,..training,
treatment, or placement services in agwrorkshop or rehabilitation facility.

4) Professional Fees -- Included are the costs of fees and expenses of profes- &

sional practitioners and consultants whose services, purchased in whole or in.
1 ®

part, are for a particylar c%i&f} or patient for his individual needs. This
category of expenses includes only those fees from professionals who are not

members of rehabilita;iog facility staff. o .

a <y

5) Testing Fees -- Included ige the costs of tests, testing technicians, testing -

~

. fees and test analyses purchased in whole or in part for a particular client or

e e

patient. This category includes only those testing fees from technicians who are .

not members of the rehabilitation facility staff.

: L -67- ’?L\&
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Aruitoxt provided by Eic:

~

. ~
6) Other Expenses -- Included are expenses such as cost of equipment, medicine,

prosthetic appliénces, food, clothing, etc., purchased in whole or in part for

a particuiar client or patient and which cannot be placed in one of the other

.

-

specific expense categories.

A

When an expense is incurred for a particular client, the first step in

)

properly recording the cost is to determine to which of the service categories

W

the expense should be attributed. After this determination, it is necessary to

record the cost under the appropriatefexpense category which best describes the

nature of the service cost. This process continues until the client Has completed

the rehabilitation process or is otherwise terminated from the program. .

* . \
B. COMPUTATIGN OF SERVICE COST d
. » « Ty : :
The procedures for cdhputing service costs vary according to the nature of

the expense. In general, the determination of wages to clients, professional fees

.

and testing fees involve usual accounting prdcedures,\i.e.; computing tne-costs
.

from payroll records and from invoices and bills from,gtgfe551onals for serv1dés’

~

rendered to clients. The determination dbf costs Ghlch involve séiarles to pro~

~ -

-
fes'sional staff and salaries or wages to supervisory staff require somewhat

- £
.

different procedures and techniques. Each of the expense categories is discussed
» w e T L7 . o
_ LA,
below with appropriate examples to illustrate the step-by-step procedures for °
' .

. -

.

computing service costs.

1) Salaries to EFEEZeSinnal Staff -- The very nature of the term "professional"

implies that sé{;ices are rendered to clients on an individualized basis.

-

Physicians, social workers, physical therapists, etc., generally provide services

W 4

during treatment, eyaluation, or counseling sessions which are often scheduled in

advance.
NOTE: The amount of time which the professional spends with the client is the
basis for determlnlng the cost of the professional services rendered to -

that particular client. p

When the professional is a salaried member of the staff, the first- step in

-68-
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Aruitoxt provided by Eic:

_client in a professional

RIC™ ™

ty

AN

.

computing the cost of services he provides tq a client:is to determiné‘the~'“f '
hourly rate that the proféssional receives in salary. As yming a 40~hour works
week and a 52-week york year, one>man-year Af work totalé 2‘86.hours.
Simplé procedure t¢ divide the annual salary by 5080 héurs ﬁo obtain ghe profes-

It is a

3

siOqal'S hourly rate of pay. For ekamﬁle, a physical therapist whose annual

salary is%%?,360"receives‘$4.50 an hour in salary ($9,360 + 2080 = $4.5Q per hour).

maintain an .

o

The second step requires that each professional staff member

accurate record of the amount of time he or she spends directly working with the

o

capacity (counseling, instructing, testing; evaluating,

2 N . .t
’

' ’ <
etc.). It is recommended that units of time be recorded in hours and quarters of &

‘

hours. . The professional should also record the amount of time spent in proviging -

.

indirect service to the client. Indirect. service, as opposed to direct service,

does not involve personal contact with the client. 'Examples of indirect service .

i

include the s%aff psychologist discussing with the occupational therapist about
a client's emotional problems, or a social worker discussing with the clggent's

immediate family. about possible work-related problems that may occur when the
client enters ,competitive employment. Analysis and evaluation of reports, report
o ,

. \ . .
writing concerning particular clients and other related activities are also part
. , i <

.
‘

of the indirect services rendered to clients.
The finé{\step in the process requires that the number of HPUfS of direct -

and ‘indirect service be a&dég together to obtain the total nymberééfjhours of
' oy ;L ’
serVice provided to the client. This figure is then multipIied by the hourly

rate of pay to obtain the totdl cost of services rendered by the'professional

i

NG

staff member. B

GROUP ACTIVITIES

.

In the event that several clients receive services from a professional in

a group Setting, it is necessary- to modify step one in the computation of costs.
’ J -
The hourly rate of pay is determined as before (annual salary + 2080 hours).

. . . : '-69" 7_,. =\V"\ .
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This\hourlywrape is then divided gy the number of clients in the group and the

resulting dollar figure is multiplied by the number of hourslof service received
s . .

by the client in the gfbup situation. It sﬁould be evident that these procedures

for computing costs in a group setting can only be appiied when the professional

- 1s dealing directly with the client, i.e., direct service. Because of the variety
found among service delivery systems; it may be necessary to modify these guide-

N "lines to f1t d1fferent or un1que Sltuations. The following examples will illus-

.- - -
trace how these guidelines can be used to determine cost data for clients when

>

the services are provided.by professionals on the facility staff.

ExamEle’l'-- During the work week, Client A has received three sessions of

physical therapy, each session lasting approximately 45 minutes. In addition,

the vocational counselor has spent two hours with Client A it a counseling-

interaction regarding the development of sound work habits and ‘has spent approxi-
mately 1% hours with the physical therapist discussing Client A's progress. What
q;r"

are the costs of these services previded by the professional staff during the

o

work week?

4

JRSU—— 4

The physical therapist has an hourly rate of $4.50 ($9,360 + 2080 hours) and

for the vocational counselor it is $4.00 per hour ($8,320 + 2080 hours). After

determining these hourly rates, the next step requires that the number of hours

of direct and indirect service be computed for each professional.

-

- ~ ‘ Direct Indirect =~ Total Hours
~~ Physical Therapist at $4:50: 2 Hrs 15 ﬁin 1 Hr 30 Min 3 Hrs 45 Min
& ~ Vocational Counselor at $4.00: 2 Hrs 1 Hr 30 Min 3 Hrs 30'Min.
»
The final step involves multiplying the hourly rate bg}the number of hours
and fractions thereof of service provided by the professionél. . ji
| Physical Therapist: $4.50 x 3 3/4 Hrs = $16.88
’ Vocatiopnal Counselor: $4.00 x 3 1/2 Hrs. = k$l4.00
. (It is recommended‘that the resulting dollar figures be rounded to the nearest

4

dollar._ Therefore the $16.88 is recorded on-the worksheet as $17.00.)
Q ' : ' -70-

%




The $17.00 cost would be recorded in the service category 'Physical Therapy"
and under the expense category "Salaries to Professional Staff." The $14.00 cost
. A

would also be entered under "Salaries to .Professional Staff', but in the ‘service

category '"Work Ad justment'l.

Example 2 -- The staff psychologist has decided that group therapy would be the

2

most effective treatment for Client B. During the work week, the psychologist ‘

has held two group sessions with Client B, each session lasting one hour with

four clients ‘at the first session and three at the second. At the conclusion of

the second group session, Client B was individually counseled by the psychologist

for approximately one half hoor. -

-

The staff psychologist has an' annual salaryiof $13,520. His hourly rate is

-~

4

$6.50 ($13:520 <% 2080 hours).” The secohd step requires that the number of hours
*%hd fractions thereof be distributed betweeq‘direct and indirect service. In
this exemple, all of the service was provided directly to the client. Because
Client B received services in a éroup setting, it is,necessary to oivide the
psychologist's hourly rate by the number of clients in the group to obtain an
‘accurate cost per hour of service. ‘

Session l: $6.50/Hr + &4 clients =:$l.63/Client’Hour v ’

s

Session 2: $6.50/Hr + 3 clients =;$2.l7/Client Hour

- -

The computation can now be made regarding the total cost of services for

[ESPTTEN Y —

*Client B.
Psychg%ogist at $1.63 x 1 hour = $i.63 ‘
] Psychologist at $2.17 x 1 hour =,$2.17
Psychologist at $6.50 x % hour = $3.25 . -

‘ ’ - Total $7.05

L)

This figure is rounded to the nearest dnllar and ?ntered on the ~worksheet

as $7 00 for service ¢ tegory "Psychological Services" under the expense categor
8, y

»
|

"Salaries to Professional Staff." _ : /-
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L

The rendering of services in a group setting is a common occurrence insmost

rehabilitation‘facilities. Categories 0f service such as recreatlonal/social B .

'acL1v1t1es, educatlonal Services, and day care services, are thOSe mos.t llkely

\
N |

- to require the group computational Qechniques. " In all instances the techmiques

-

described in example 2, above, can be applied to obtain costs of servicFS. .
€ o ,

N ' -

Z) Salaries and Wages to Supervisory Staff -~ The brocedures for determining the

I

rehabilitation costs of supervisory staff mist take irnto account the fact that
certain portipns of thé supervisor's time are spent in -production aetivigies, and

1 N
at‘other times he is providing direct rehabilitation services to cIientsA/ This
. & - —
is particularly true when the supervision reldtes to vocational skill training or

~ '

work adjustment activities for clients. .A supervisor may spend a considerable
o

amount of, tifne providing a client with informdl training and counseling during

the work week. These rehabilitation serviees are not immediately evident.because .

they do not require a formal break from production operations for the clleq; or

for theAsuperv1sor. However, the cost of these rehabilitation services provided

~

by the supervisory staff must be determined in order to maintain an accurate record
- . .y
of the services rendered to clients.

The procedures for determining the cost of rehabilitation services in relation

, N
to supervisory staff salaries involve several new terms and computational tech~

niques, i.e., rehabilitation rec1procal Tehabllltatlon hours, superv131on hours

1

s
and rehabilitation multiplier. ) . - ' '
a) Rehabilitation reciprocal -- This term refers to the percentage of g -
activity or services which are provided\to a client so that he can achieve'normal ol

production standards. There are‘b331cally two metthS for determining the rehablll-

-

tation reciprocal. The f1rst method can be employed if a determination has been

made as to the client's work productivity and a wage and hour exemption based on

Fl

productivity has been issued. The second method is employed when the client's
el

' -
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productivity has not been established.® Often in these instances a client receives

a financial subsidy from the sponsoring agency (state DVR, for example) which o
: , k S | ‘
covers the period of training and/or‘instructidn.- The basis for . determining

.
..

the rehabilitation rec1procal under these condltions 1nvolves relat1ng the minimum

¢ ~'// -
wage or the preva111ng local wage rlte for similar work to the hourly rate the T
/ .
client receives. in wage payment oré§ubsidy. If a client receives a.subsidx/or

. . : N
payment of $.60 an hour whlle in tra1n1ng and the preva111ng local wage rate is

$1.60 for similar work, the client's work productivity is 37.5% ($.60 + $1.60 = 37.5%).

Either method will provide the necessary percentage of work productivity for a client

- »

which is the basis for computing the rehabilitation «eciprocal.

.

Th'e rehabilitation reciprocal is obtained by subtracting the percentage of
client work product1v1ty from 100. For example, if a client's' pnoductlvity is

37. 5%, the rehab111tat10n reciprocal is 62. SA (100 =37.5% = 62.5%). This figure
represents the percentage of activity or services that must be prnvided to a client

. » ~ 2
in order for him to reach normal productivity.

b) Rehabilitation hours =-- This term refers to the number of hours during the

work week that the supervisor is providing rehabilitation'services to the client.

JBehabilitation hours are obtained by multiplying the rehabilitation reciprocal by o
. B .
the number-of hours during thé week that the client received supervision. For “ .

example, Client A workea 40 hours during the week and received supervision for,

the 40-hour work week period. The rehabilitation reciprocal for Client A is

(Y

35% (.35). The number of rehabilitation hour® for the work week is 14.

~— .

- B

V401hours X,..35 = 14 rehabilitation hours

It is important to_remember that clients may not always receive 40 hours of\\f\\

v

- «
supervisipn during the week. If a client is receiving direct professional services
A - L] .

(eounseling, testing, medical treatment, etc.), the number of hours of direct service

. 3 .

must .be subtracted from the total number of hours of supervision.

* .. .




y

. -
‘

c) .Supervision hours -- This term refers to” the total number of hours that

the supervispr expends during the work week in supérvision ‘of clients., Super-

vision hours are determined by adding together, the number of hours of supervision

received by each client for a particular supervisory employee. For example, if

Supervisor A has three clients under his direction and each of the three receiyes
% N

. 40 hours of supervision during the week, the total-number of supervision;hours

¥

¢

during the work week for Supervisor A is 120 (40 houtrs + 40 hours + 40 hours)

d) Rehabilitation multiplier -- This term refers to the figure which is -

. -

. ' Lo . * . . L
obtained when thennumber of rehabilitation hours for a particular client is divided

&,
* e

by the total number of supervision hours for his particulag supervisor. The

resultant number, the rehabilitation multiplier, is multiplied~by the supervisor's
» ’ ¥

weekly salary. The dollar figure obtained is placed on the wbrksheet as. the

rehabilitation cost under supervisory staff salaries in the apprgpriate Service

-category. The following example illustrates how the rehabilitation multiplier‘iS'

-

.obtained and used to determine sexrvice costs. ~

-

o During the work week, Client B has received 8.0 rehabilitation hours of

3

service. His superVisorﬁﬁas five clients including Client B under his direction ?

and all five clients received 40 hours of. supervision during the, week. Therefore,

. - 4 4 ' .
- the total number of supervision hours for Client B's supervisonéﬂsaaﬂg hours:
- ; A .

"}(Aomnours x 5 clients =}200 supervision hours). The rehabilitation multiplier is

-

obtained by dividing 8.0 reha%ilitation hours by 200 supervisjon hours, or S04,
This number .04, is then multiplied by the supervisor's weekly salary which is

® $150 and the resulting dollar figure ($6.00). is entered on the worksheet in the

appropriate service category unde;l,salaries to Supervisory Staff" as\one of the

» . . ~ Lo

rehabilitation serv1ce costs during the work week for Client B, °
- LY .

The following example iS'provided to show how various situations are dealt

with <in computing Superyisory'staff salaries in relation to individual clienf costs.

9

' d/(‘ ‘ Ry A
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Examgle 3 -- Mr, Jones superv1ses four‘dllents in the workshop for the given work

/
N !

week. Client A 1s 6OA productlve, Cllent B is' 50% productlve Client C is

!

. 35y, oroductlve, and pllent—D is 40% productive.

_STEP 1 requires that ;he}Tehabilitation'reciﬁrotél be computed'for each
== A . : Ay

" elient under the direction of Mr. Joneé. The réhabllltatlon rec1procal —

“ for Client A is 40% (100 —-60% = 40%), for Cllent B, 50% (100 SOA 50%) ;

for Client C, 65% (100 =35%= 65%),éénd for Cllent D 6OA (100 —40%'—“60%). .
S . . . \ / N
STEP 2 lnvolves determrnlng the number of rehabilitation hours for eaqh client. o
77‘3 N P‘ . . : ‘ o 'l" ‘3?' . A -
- Cllent A worhed/only 32 hours during the weék. Therefore‘ Client A has

o received 12, 8 rehab111tat10n hours (.40 % 32 hours = 12 8 rehab111tat10n

- ) hours)\ Cllent B has worked 24 hours dur1ng the week and has rece1ved

§ ..

~ K 12 0 rehabilltatlon hours (.50 x 24 hours ==12;0rrehabilitation hours)n oo

: - P B N g . .
. h ' Client C worked a complete 40’ hour week and he received.26.0 rehgbilltaf¢§§

-

tion Hours (.65.x 40 hours ==26.0 rehabilitation hqurgzL Client'D also: -
L el ? '

.worked 40 hours for a total of 24 0 rehabilitation hours (. 66 x 40 hours =.

es?

“\24.0 rehabjlitation hours). / o ’ -

¢ ‘ . o
STER 3 requires that the total number of superVision hours.for Mr. Jones be -
computed. Ckuent A was Superv1sed for 32 hours, Cllent B for 24 hou%%,

4

CLient C for 40 hours, and Client D for- 40 hours. The total nuilber of .

superv1s1on hours for Mr. Jones“zs—T§6‘f32\Qours‘+ 24 hours + 40 hours + .

B

7

40 hours =:l36 hours).
STEP 4. 1nvolves the deterﬁiﬁétlon of the rehab11¥§§tlon meltiplier for each
r

[‘cllent and then multiplying this flgure by" tﬂe supervisor's weekly f

&

- » salary to obtain the dollar cost for the clients under his supervision.
N "~ Client A received 12.8 hours of rehabilitation. The rehagilitation
. ‘ e
‘\\\\ .7 multiplier for Client A is .094 (12.8 rehabilitatiaen hours + 136 super-

visign hours = .094). Client B received 12.0 rehabilitation hours ahd

the rehabilitation’multiplier is .088 (12.0 rehabilitation hours + 136

N




y

;o S, ®

==@'o§8)

%upefvision'hours

°

is

.~ for Client D it is .

~

hours ='.176).

"The rehabilitation multiplier for Client C

’
-

client be mnltiplied by,Mr. Jones
-the costs of rehabilitation serVicés.
: | 'Client kﬁ - .094 X $150== $14.10
. Flient B \;'ifoaa x, $150 =" $13.20
' Client C - .191 x §150 = $28.65
: »;Client D - .176 x $150 = $26;40

-

or

or

or

or

$14.00

"$29.00

'$26.00

7

e

weekly salary which is- $150

-

$13.00

wF

»
.

The final step requires that the rehabilitation multiplier for eachs

Lo obtain

(The resulting. dollar figures' should be vounded to ‘the nearest

dollar )

-

appropriate service categor
o '
visory Staff.'"

s

3) Wages to Clients -- Wages paid to cliedis for their?productive efforts while‘

f%§§1V1ng services (evaluation, work,adJustment training, etc. ) constitute a.

market. In certain iﬂetances,

‘i

sheltered workshop as a sheltered

When a client s status chang J

to him shpuld not be reported as part<of- th

ind1v1dual is no longer rece1v1ng rehapilitakion serVices.

>

not a client.according to the definition(fé&nd in the_USERS Manual for Financial

Records.

. -

3

emplozee.
to that of "Slj<e

e

wr -

o

I'd

P

-
-

-

-~

¥ - " /
These ‘dollar amounts aré then entered on the client s worksheet in the

\client is unable to effectively compete for

g v

Y

ltered employee," wages paid

rehabilitation ‘costs, s1nce the
Y

1)

x

. o

This individual is

n

.

.191 (26 0 rehabilitation hourS + 136 superVislon hours = .191),.and

.176 (24.0 rehabilitation hours + 136 supervisgon
N .

3

-G
. \ .

y»under expense category 'ﬁalaries to Super-!
4 |
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Determining the amount of wages paid to a client for his productive efforts

is a relatively simple matter of reviewingithe payraoll statements and recording
( : - .

the appropriate wgge amount in the proper seryice category. It is recommended that
v ; A : . . . o

wages to clients be accumlated on a weekly basis. ! A P
. - 1~

4) Professional Fees -- Determining the cost of professional fees for individual
\; T . hd ¥

A

" . L. . N :
clients is based on the fee-for-service principle which' is familiar to most, 1f not

’

all, of the staff in the rehabilitation facility. Ingluded jn this category*of

. )
- - ) -

expenses are the costs of fees and expenses of -professional practitioners and con-

sultants whose sérvices are purchased by the 'agency for a‘particular c}ient for
his individual meeds. If the profess%énal is a member of the staff, rehabilitatdon

" P
-

Staff, discussed above. The following ekamplevillustrates lkow -the cost of profes-
. C oy - \:

©

"sional fees is determined. v s ® " 3 ,
. ‘ L o '@

[

. Client K is in need of a complete medical examination and evaluation to |

o

a

Yy . P LIt N S U R

'aééérﬁrne*fﬁé"éiféﬁt of her particular handicap. The reﬁabllltatlonwfaclllty does

; not employ a doctor on the staff and 1t~1s necessary to purchase tnls profess1onal

¢ -

v

service‘on a fee bas1s. The. fee for -8 complete med1cal°exam1nat10n/evaluatlon is

t .
< -~ -
3

$125 and th1s-ser§1ce is purchased from a physician familiar to the rehab111tatlon

counselor. Urder Ehe Partlcuiar arrangement the phys1c1an s feb ($125) is sent
- ! ﬁ“a v N L

te the rehablhégdtaon ﬁaﬁgllty fdr payment. is rehabﬁlitation cost should be

g0
- entered unﬂet service category ''mpdical evaluat on" in fhe expénse category

- .‘ ¢ .~ o - ) "
"professional. fees." . ., ’ ~ . o

.-'3"',‘

5) Testang,Fees - ThlS ‘expense category 1ncludes the costs of tests, test1ng
«

techni&rang testang fees and test analyses ‘which are purchaséd by The agency. for -

l ',\7“. *sg.a o~

3

[l
L

‘a partlcular\cllent,' gn general these rehabilitation costs are on a fee-for-
- o -n A . .

serv1ce bas£$ much llke the itém descrlbed ‘above, Profess1onal Fees. For this

o .
[Ny ,.n' -

partlcmlar’expéhse category, h0wever, the cédsts that are recorded must .relate to
+
PR A ERRE" - - ;

&
o

costs are determined'according to the procedures in item 1, Salarigéfto Professional"
. . - .
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A Fuiimext provided by R

or be part of the testing process itself.

- ‘

a

For example; if a client requires a complete psychological evaluation, the s
various costs related to this service often include testing techpicians and test

: ' » a -~
analysis, in addition to the services of a professional psychologist. If these ™~ _

L

sergites‘are-purchased by the agency for a client, the’ costs for a complete

psychological evaluation are distributed according to the nature of the expenge,”

i;e.;’the category 'professional fees" for thé sérvices of the psychologist who
. : 3 ) ‘ o

interviews the client and determiﬁes which tests are apprapriate‘aﬁd the expense

category "testing fees' for the services of technicians who administer and

‘anélyge the psychologicﬁl tests.

~

In the event the agency employs a péychologiét and/or testing. technicians on

Rl

the staff, determination of the rehabilitation costs follow the procedures outlined
‘ <

in item 1, above, Salaries to Professional Staff.

{
~-----B)e. . Qther expeﬁ§E§m—-=This category, which may also be termed miscellaneous

expenses, includes all other costs that cannot be appropriately placed in one of

. + v

)

~ the five preceding expense categories. Expense items forngﬂparticular client,

' R ) ) S
such as food,Acloth;ng, medicine, prosthetic” appliances, equipment, Housing, -trans-

. ) . R w
portation, wage supplements, and materials should be recorded under this particular

R 3 .
expenSe category for -the appropriate category of services. » ¢’

.C. DETERMINATION OF UNITS OF SERVICE S ™

The basis for computing the units of service is the number of hours gi.service

provided to the client. In most instances, the process of computiné gervice costs

A -~

for salaries and wages to professional and supervisory staff will also provide the
) L . m ) e .

number of hours of service received by the client. 8ervices for which costs are g
X ~ \a . ~ . +

recorded under expense categories '"wages to clients,” "professional fées," and -
- . 4 , ' N

*

"testing fees' also require that units be'gétermined on the number of.hours received

Qy the client. In the case of wages to clients, the'number. of hours of work for
® . o s . &

which wages are paid.is the nimber of units. recorded. Professional fees and testing.'

a
. K

S S , |
\&." 8&) . r -

-

AT




- :

fees are treated similarly in that the number of hours of testing and consulta-

tion equal the number of units recorded. , o .
£ : . .
- Onb,Pour of .service is equivalent to.ﬁne unit of service, with increments
of three quarter hours; one half hour, and one quarter hour equal to three quarter
. units, one half unit, and one quarter unit, refpectively. Fractions of units can °
be reported on the form as decimals or as fractions, i.e., .75 or 3/4, .50 or "1/2,
- . \
! -and .25 or 1/4. ‘ .
Certq}p types of services such as medication, food, clothing, prosthetic s
jf?apgliancés, transportatior, etc., do not require recording units of service since
A
. they do-not involve hours of service. These »services which do not require compu-~
tation of units are indicated on the worksheet and in the.Client Record System
‘manual. Costs associated with these rvices are recorded under expense category
"other expenses" on the worksheet].
o ;,”‘,_lﬂ e
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- CLIENT RECORD SYSTEM SRy

.

KEYPUNCH INSTRUCTIONS - &

) The Client Record System data can be punched from two different foym

/ types. Form Type 1 is known as the long version which includes Client
Record Form 721RX and 721R. Form Type 2 is known as the short versior.
The common features found in beth vérsions areythe 'card'czqde., update code,
and the case number.- The uniqde ‘fedtures between the two versions are as

follows:
Card Code: Lo . : ¢ ,”
. Long version = A to M only (corresponding to Forms 721RX v
g e . and 721R)
“ ’/ !
- Short version = X ogﬂy
o g‘ | )'
' ' Update Code: ' . ) >
L L Long version = A, C O/r D on]_.y'
Short version _—':'_g‘“orfg“only_ : o
\ ) J J /
M ! {
- Block Number RS . : /
; "Long version = Block numUérs are pre-prinﬁed on the forms,
f o

but are ndt pufched on the cardsy The block .
number -identiffies which card columns to punch
r the data ‘in. L ) .

L Short version = Block number (s) are punched on each card. If
it is an Update Code of 'C'", on'ly one block ‘ -
number per card followed by the data. 'If it
is an Update Code of "D", from“one to twenty- 7

N two block numbers per card. -

‘ ‘ v ”e

The followiéxg is a detailed description of the long version by
card code: . | : .

N




Client Record Swstem - Keypunch Instrugtions

v

Block Number Field Name ” f Data Format

% - Card Code ) . ] A

.
.

\ Updaee Code A/c/D

102 Case Number Numeric

A 101 ~ Social Security No. : Numeric
"103 Action Code - ' : T

104 - Current Status Numeric

100 ' Effective Date R MM/DD/YY

A 106 - Referral Source @1 to 19
105 Referral Date ' . MM/DD/YY

A 108 - Last Name : 't Alpha

L S - - B s Y DU 2
- " >

A 109 ° - First Name . Alpha

-

A 110 Middle Initial T Alpha

A

107 = Primary Sponsor - @ to 9

116 ’ Previous or Maiden : " .-’ Alpha

Card Code B

X / ‘
Update Code - 2 . K/C/D

Case Number . 'Numeric
Street Address o Alpha/NumqrfC
- Ccity - , / Alpha

State Code =~ ¢ See attached
A -sheet for code

Zip Code '~ Numeric

Phone Number : ) Numeric

IR




e
- Client Record System - Keypunch “Instructions

Block Number - Field Name - Card<pol. - vData.Format
. * Car@ Code - 1 - " Q
) Do Update Code - 2 - TYICE
* 102 Case Number = 3-12 - Numeric
A 117\ - Date of Birth - - .13-18 - MM/DD/YY
: A 11s Sex ' - ;s 19. - F/M '
119 Marital Status - 20 l - lto5s B
' o N~
120 No. qf Dependents - 21f22 = Numeric- .
1;1 Total in Fagpily - 53-24 ’-‘ﬂﬁumeric k
| -f22 ‘Regular Education- - u25i26 ‘; @l to 12 ér XX
. 123 : Vocational Education - . 27-28 - @@ to 12- i
126 Weekly\Earnings - 29-31- - ¢ggg Ld‘999 o
e ©oazs Family Tncome .t 32e35 g0y co 9995
b Vﬂvizgd N égu;ceabf Support - ‘5§b - 1 to9: _ e
. ) ' o . . va
! 127 - Work Status .. ° - . 37 - 1%te9ory
' . 128 Spanishaéurnamé - | 38 - Y& o
j 129 ‘Race.-- - - ] 39 - 1-4.
130 Public Assistance - T : !J “ 51
: T¥pp' . j)*4p-ﬁ%“ - ¢-8i A
131 - Public Assistance B d * N o ; .
.Monthly Amount - h2-44 -«  NumeYic sl
‘ 132 Public Assistance - ' o w
{ ‘ Time » - 45 - ,¢-7* Y "., T
X ‘ 0135 FederarfPrqgram AFR - - 46 - jl Blank or X AR
- 134~ Feéera& Pgbgram QMS - 47 - - Blank or X ,
- ‘ 135 Federai Program yAW”. - 48 - Blank ;r;X
- N ) 136 - - 49 l- _BlankAérlX

"Fggeral.ﬁrogram'PO

-83- .

N




B . "=
.‘@’ ‘ . Ay
[ : *
‘ ‘Client Record System - Keypunch Instructions ' X
Block Number - Field Name - Card Col. - Data Format. N
LY . A
137° - Federal Program WIN - 50 - Blamnk or X o
138 - Age at ,Qumset - 51-52 - *Numeric I
N‘:‘L ' ; ¥
* ‘ - Card Code o - 1 - D
. ) - ¥, ‘ )
* ~ - Update Code - 2 - A/C/D
* 102 - Case Number - 3-12 - Numéric
. . N ?
. \ ‘ ‘ ‘ -
) 139 .. '- SSDI Status- - 13 - 1-5
0 _‘ Iﬁo\ " 7= Previous Closure - IND =~ 14 - Y/N/X =
141 «7_:_Brevious§C}osQ§§ - . “
‘ STATUS™ = = - 15-16 . - (8,26,28 or- 3¢
' 142 - Previous Closure - T L S A
T . i S Y - MM/YY .
A" 143 e,Disabfiity as Reported - 21-37- - Alpha ’
& 144 - Disability Code “ - 38-40 - See atfached
; : - : L . sheet for code
. . 145 " - Referral Outcome Not g . \
- Accepted ~ Reason - 41-42 - @g1-19
o 146 - Referral Qutcome Not ”// . ’
Accepted - Referred to - 43-44 .- "See attached
N _ . i - _ sheet for code
” 'éﬁp 147 - Referral Outcome Not ) . _
Accépted - Date . ° - 45-50 -, MM/DD/YY - - - SN
. 148 “G? Accepted for Extended .
- ) . . Evaluation ' v - 51 - X.or Blank - -
. i ‘\f - “‘l . . - - .
e 149 - Accepted for Rehabili-
. _ tation Service .= 52 - X or Blank-’ )
C L 150 - Cqﬁ%)to Agency \ - 53-55 - Numeric T
."r;;." | . . ‘ .
- . . ‘ ' . - . .» . ) v/ -
\.\1 .
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Client Record System - Keypunch Instructions = -

’ \

.

Block Numbe§ - Field Name - Card 'Col. - Data Fermat
‘ } ' L ’ : N - ) ¥
* | - Carg) Code - 1 - ' UE
- Dy \
¥* - Update Code . - 2 - A/Cc/D
/* 102 Case NumBer - 3555 - Ndﬁeriq
j - %, . '
151 - Primary Disability - = 13-29 - Alpha .
© 152 - Primary Disability - S
. -Cade ” - 30-32 ° - See attached
) _ N ’ sheet for code
" 153 - - Secgndary Disability -_ 33-49 - Alpha
. - Y \ . .
154" -. Secondary Disability
Code - 50-52 - See attached
sheet for code
>
156 - Vocational Objective - 53-7L. - Alpha
’ 157 | - D.0.T. Code - 72-75 + - "See attached
S 7. sheet for code
e” R K3 .
155 - Multiple Disabilities - 76 - Numeric
* . - Card bpde . - .'lA - 'F
* ‘ % Update Code - "2 - A/c/D
* 102 - .Case Number ™ - 3-12+ .-" Numeric .
158 - Psychological -Evalu- : , ‘
. ation - Cost - 13-16 - Numeric
- . A - g
159 - - Psych. Eval. - Unit, - 17-19 - Numerjc
El ’ y, X .
160 . - - Psych. Eval. - ¥
T Indidator - 20 .- 1-5
161 - Medical Eval. - Cost - 21-24 - Numeric -
" 162 ~ Medical Eval, - Unit - 25;27 - NJme;ic
. 163 - Med. Eval. - Indicator : - 28 . _ - .1-5/
o v ‘-“:..
4 -85- ‘
o ’ .
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ClienE_Record System - Keypunch Instructions N » y o
Blotk Number - Fieid Name = . - Card Col. - Data Format -
164 ‘ - Vocational EQ;ldétion - Cost - 29-32 - Numeric
N
165 - Vocational Evaluation - Unit - 33-35 - 1-5
166 - Vocational Eval. - Indicator = - 36 % - Numeric
167 - Other Evalfation - Cost - 37-40 - Numeric
168 - Other Evalustion - Unit - 41-43 - Numeric
169~ = --pther é%al.‘r Indicator - 44 - 1-5
170 \%- Physical.Evaluétion -iCost - 45-48 - Numeric
171 - Physical Evaluation - Unit - 49-51- ~ Numeric
72 — - Physical Eval..- qu}cator. . }ﬁ*¢ 52 - hﬁé s
173 -‘Occupationai-Evaluatiqn_- CosF -~ 53-56 - Numeric
174 - Occﬁpational Evaluation - Unit - 57=-59 - ﬁumeric ' - '
175 - Occﬁp;ﬁionallEval. -* Indicator - 60 -~ 1-5 )
176 | - Speech & Heé?ﬁng - Cost - 61-64 - Numeric
177 . - Speech & Hearing - ﬁnit - 65~67 - queric
. 178 < Speech & Hearing - Indicato; "- .68 - . 1-5
’ - 179 - Medical Sefvices - Coét - 6;:;§g - Numeric . ‘
\\\\ . 180 - Medical Services - Unit - - 73-75 ~ Numeric —~
| ' 181 = - Medical Services - Indicator - 76 - -5 ;
-
l % . = Card Code -+ ‘ v - 1 - C | ' K
K * = Update Code | o - )2 - A/C/D
* . 102 - Case Number . ;? . 3-lé ~ Numeric ; 4.
182 - Psychological Services - qut - 13-16 -'Nuﬁefic 3 - Ll

é ‘ N +
Numeric

1
-
~J

1
o
O

1

183 - Psych. Services - Unit

b4

‘ 184 - Psych. Services - Indicator - 20 - 1-5 L '\\<k\\h__;\\
. . _ . o ) TR
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Client Record System - Keypunch Instructions

°

Block Number -

Field Name

" Card Col. - Data Format

185

186

187
: ‘ 188
189
190
191
192
193
194

‘195

; 196

‘ . 197

198

199

203

o ' 204

206

205

PtV S
o

7

Nursing Services - Cost
Nursing Services -:Unit

Nuréing Services - Indfcator

Dental Services Cost .

Dental Services - Unit
Dental Services - Indicator
Social Sgrvices - Cost
Social Services - Unit
SociaI.Sef;ices - Indicator
Medication - Cost
Medication - Indicator

Prosthetic Appliances - Cost
I4)

Prosthetic Appliances -
Indicator

Work Adjustment - Cost
Work Adjustment - Unit

Work Adjustment - Indicator.

~ Vocational Skill Training -

Cost
Voc. Skill Trng. - Unit
Voc. Skill Trng. - Indicator

College/University - Cost

b
- College/University - Unit
k fﬁﬁﬁollgge/Univ. - Indicator
‘ f rigmm '
] -87-
b
IR *
} N = s
P i 8..}

21-24

25-27
28
29-32
33-35
| 36 °
37-40
41-43.
44
45-48
49

50-53

54
55-58
59-61

62
63-66
67-69

70
71-74
75-77

78

- Numeric

- Numeric.

oL

- Numeric
- Numeric_
ST 15

- Numeric

- Numeric

_4‘ 1-5

- Numeric
- 1-5

< Numeric

- - 1‘5 <

Q

~ Numeric

- Numeric .

- 1-5

- Numeric

- Numéﬁic
- 1-5
- Numeric
o ‘?‘5 -

- Numeric

Y45

/

&«
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Client Record System - %eypunch~1nstructions .
b "

_ roe:
Block‘MLmber -.Field Name N - \ - Card Col. - .Data Format ‘ '
: - . , s ‘ .
*. L”/r' - Card Code ' - L - - H .
. * o - -Update Cod - T 2 4 Afe/D alq . )ﬁ
* 102 - Case Number - 312 - Numegic ;u | |
207, ‘ - Business School/Co??ege - Cost - l%§%§ -~ Numeric : )
" 208 - Bus. Scéqol/College.- Unit - ' 17-19. : Numeric ! ! "
" 209 - Bus. School/Coll. - Indicator - 20 - 15
210 - Vocational School - Cost - 21-24 - Numeric -
. ) ‘ ‘ . -
* 211" ‘- Vocational School - Unit- - 25-27 - Numerfé
. ' 212 -~ - Vo;ational Schéol - Indicator - 28 - 1-5 .
213 - Miscel}aneoustraiqing - Cost® - 29-32 -~ Numeric .
214 - gisc..Training - Unit . S?‘\EE‘BS - Numeric , . 0
‘ 215 - Misc. Training - Indicator = 36 - 1-5 ) _
216 - Housing - Cost \ ot ¥7-40 - hume}ig | T j
217 - Housing'-'indigator‘ . - 41 - 1-5 yﬂ///
218 . - Foéd - Cost e = b42-45 - Numq;i;/
- : P
‘ .219 ‘ -~ Food - Indicator- }' - 46 j//(il—S
220 - Transpoftation - Cost -b 47f50 /l Numeric
A ' 221 - - Transportation - Indicator - / 51 =~ - 1-5 i
| 222 - Clothiﬁg - Cost . - 'W%—SS. - Numef%F
©223 - Clothing - Indicator Fa .| 56 - - 1-5 R N ". .
224 - Wage Supplqmeqts.- Cost - T57-60 - Numeric; ‘
T 225 + Wage Supplements - Indicator - 6L - 1-5 v
226 - Materials - Cpsl‘ S 62-65 - Numeric ' o
1527 \..- M;cerials - Ihddcdtor . 66 1‘ 1-5ll' o .
o L, . )
. R .
~88- /
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Client Record.System - Keypunch Instructions

Card Col. ® Data Format.

\

Block Number'- Field Name -
) ) %,,7 wd o

*®

=

239

228

. 229

230 ¢

0

102
231
232
233
234
235 -
236
237

238

260
241

242

©t

«1

1 1 1 " 1 1 1 =1 1

Placement Sérvices - Cost

LY

‘Placement Services. - Unit

Placement Svcs. - Indicator

-

: o
Card Code . . -

Update

Case Number

Recre/Social Activities - Cost

Recre/Social Activities - Unit

Recre/Social Act. - Indicator

Homemaker Services - Cost

rHomenazaker Services - Unit

. N . .
Homemaker Svcs. - Indicator

‘Day.Care Servieces - Cost
N

A

Day Care Services. - -Unit -

Day Care Svcs. - Indicator

{

Work Activities Svcs.

9

- Cbst

Work Activities Svcs. = Unit

Work Act. Svcs. -\Indiéator

Educational Services - Cost

A

Educational Services -\H?it

Educational Svcs. - Indicator

Other Services - Cost

Other Services - Unit“\\

Other Services - Indicator

aN

-89-

1’

|

67-70

71-73

74

13-16

17-19.

20

21-24

28
29-32
33-35

36

37-40

41-43

44

Al

45-48,

49-51

52

53-56 -

57-59 °

60

- Numeric
- Numeric

- 1=5

-,/"TB\

a —1A/C/D.

- Numeric

- Numeric ~

[}
-

- Numeric

8

- 1-5

o

- Numeric

- Numeric

- 1-5

- Nume;ic.

- Numeric

2 1-5

‘= Numeric

= Numeric

- 1-5

= Numeric

- Numeric
- 1-5

= Numeric

‘= Numeric

- 1-5
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. Client 'Record System -‘Kéypunch Instrucéiona
. v . . S . 3 3 °
Block Number -~ Field Name - . C - ‘Card Col. =~ Data-Format .
N | . 249, - T?tal Cost of Sgrvices i Sl 61-67 - Numeric
. ‘ ) . . . . P . . . )
. 250 . -.Amount Reimbugged -. 68-74 - Numeric
. . )
. x : «~ Card ‘Code i - 1 - J
o o - . : -
’ , ¥ ; - Update Code_ ; = L2 - A/C/D.
’ . A ‘ ) . - .
- . % 4102 . = Case Number 'r= 3-12 - Numeric
| - ) -9 ! ¥ : b ‘ .
s Yo« 251 - Closure Status _ - 13-14 - See attached
. R d o ’ - N sheejt for® code
—~ . o ' s : ..
252 - -, Reason fbr.Closure .= 15-16 - @1-19 .
_ * 258 - Work Status . , . - '17. " - 1-9o0oryY
/_ . A 254 Co- Weekly Earnings | @ - 18-20 - Numeric
2557 - Public Assistance - .Type: - 21-22 - g-8 S
. 2567, - Public Assistance - Amount- -« 2325 .. Nuheric
- . e \> [ < r L]
.o 257 - =-.Public Assistance - Date -+ . - 26-29 , '--MM/YY . |
25§  , - SSDI Status _ - 30 - 1-5° )
e 259 co- Occupation - o - 31-47 | - Alpha .
“ o ~ 260 ° - D.OYT. Code-. . - 48+51 - - See attached
. T L - sheet for tode
v h s « * : L. - ’ » ! .‘ ’ .
- ) A i , v , )
*, . -"card Code _ - 1 - -, K
= ’ « . . ) . 4 R , - -
* . . - Update Code - e . .- . 2 . -aA/c/D
- * 102 .° - Case Number m. ’ - 3-12 - Numeric _
. = L - o
. .« e . 261 - Company 3 - 13-27 > - Alpha
~ ! ' . . . - .
: . 262 « " -,8treet Add\‘ress - 28-=45 *- Alpha/Numeric
L ' - ' £ ‘ o
_ . 263 ' - City . - 46-60 - Alpha
by B . - . . . - ¥ K “ " h] : .
264 - State Code ., - 61-62 . - Alpha .
g‘ . ‘ X - - . \
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*'Client Record System - Keypunch Instructions ' S - -
. ‘ ‘BiocE“Number - Field Name ' . ~'Card Col. --Daté'Format(f .
t . . - '.‘ / . , .
. ) o . - Card Code - .1 - L,
A3 . ) - ) d ’( . ‘.I R R ‘ @ ;
o * - Update Code - ‘- 2, -A/c/D - .
[, ’ : ) " N
* 102 . - .Case Number . - 3-12. - Numeric
4 . © > . B . . . . . . . . . . )
265 - Status . - - 13-1z - .See attached
. ‘ sheet for code
\ . s ~ -
Vo 266 - Date . . © "= 15-20 .- MM/DD/YY '
o f ) . o ) - . i . "‘ ) P |
. 267 |~ Status o o= 21-22 - See attached f%@
. . . - O , _‘i sheet for code
/268 - Dpate - - - 23-28 - mM/DD/YY 4 .
) ' 269 - - Status . L, - 29-30 7 - See attached P :
. - ) sheet for code ™
A ' ‘ ,’. " ‘ ‘ - » . A . ‘J .
<, £§p' -~ Date : , - 31-36 - MM/DD/YY - .
. ‘ - . [} . - ] : . . .
. . o 2n - Status o o' = 37-38 .~ See af%géhed .7
' = : . . - - . . sheet for code -
. P . . E .l" 9 ‘ )
T 272 - Date - . - -39-44° - mM/DD/YY - : ;
' - . ‘ < ’ ®
273 - ~-'Status . = 45-46 - Seq/attached , -
" . * Lo . heet for tode
274 - Date’ - 47252 - MM/DD/YY
275 - Status - 53-54 .= See @ttached -
¢ : : ' ‘ : sheet for code
R - 276 # Date . \ - 55-60" - MM[DD/yé\ o
N % \ ' . X ¢
3 . * l . P v * ’ .
‘ 277 . - Status , ‘=  @l-62 - - See'attached’ ’
L - y //_ ’ ) . - .+ , sheet for code
278- 7 - Date | " - 63-68 - ~ MM/DD/YY
: , . . Y .
;o . : ‘ . - - .
. * > Card Code o, - 1 - oML N
) . - LS \ ’
.k ' - Update Code - o2 - A/8/D :
) * 102"4 - Case Number ’ © - 3-12 .  “= Numeric
.. 279 =~ Status - . 13-14 ~-See attached . )
) . : ) B ' - sheet for cede !
Y ' S - . e N : o o /
A i VO =91- , . o . f ;
. \ <~ ] . ) o J !
’ ’ - S‘Bm \‘
3 i e ) ’
v f o - T



" ‘Client Record System - Keypunch;Instructions « ° , D .

Y] N ' - . .

M Block Number - Field Name i - Card Col. =. Data Format = \
. 280 - Date . " ‘- 15-20 - MM/DD/YY
‘ 281 - Status® | ° - 21-22 , - Ses attached ‘»
N U, - sheet for code .
. - 28 Y - Dater . - 23-88 - MM/DD/YY .
. - .283 - Statys - 29-30 - See attached ’
: o - . . sheet for code.
~ . SN ‘ ' . ‘ )
] 284 - Date - 31-36 >~ MM/DD/YY : .o
- - - N « . 1} R
B . - 285 - - =~ Status - <37-38° - Ssee attached
.. D T : i . .sheet for code
. 286 - Date = 39-44 - MM/DD/YY o ~
. 287 - Status . . . - ° 45-46 - See attached -
' L /oo . sheet for code -
v - 288 - Date <. - 47452 - MM/DD/YY - - 2
] 4 4 ) 3
. ; ~ 289, Y Status - .- 53-54 - See attached = M . :
‘ \ : 7 " : . . " sheet for code , ¢
—— N .
\ o +'290 - Date . = T« 55-80 - mu/DD/YY
291 - Status /- 61-62 - $ee attached’ o
- 2 .sheet for codéewy, :
‘ 292, - Date - 63-68 . -, MM/DD/YY

\ . . . .
. . 4 Lot
‘
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: ‘Client Record Sys g
ri' . ¢ Y. Ty 'A" . .TM\
;FF ‘ - / S ' . - - . A . N
v The following is-a detailed description of the short versi%) card
a R ’ . . ' : oy -
" layout: - c o o : N
Block Number - Field Nam¢’ - Card Col. - Date Format 4
T B - N7 - “
- . ) > ! 5 M N Au:‘;-u 4
oo : - Card Code - ! 1 - X ’
- N . . - - . - , i | . _-
, tok - Update Code - - 2 - ' cC oW
® . e - R ) - . ¢
% : . = Case Number . - 3-12 -+ Numeric o .
T oo S o
\ * - Block Number - 13-15 - 100-292 (not 102)
! = o R v W R Coe .
% 7y Y~ Naga \ . -, 16-35 - Alpha/Numeric
NS N ) . . . X 1Y
. . . J : - o <%
L L - '¥-Card Code ‘é - I - X
. * “ ' -"&pdate . - 2 - D : ’
- A » » " '.* . -, . . .
* .. = g ) - T - narie
' Case Numbe.r . 3 f2 ‘ Numeric . e
S * = "ALL™ or First Block No. - 13-15 ™ - MLL" of 1oo-'*‘z§2v ]
" L . . . . : (not 102) - R
. ' . . . ‘
~ N . - Block Number _— - 16-18 - Numeric (100-292) *
) w Q - " :l ' - 19_/2L - "o n " '
2 . ‘
» - n "o, -« 22.24 - "o " "
- " LI \ ' ’ - 25227 - ‘bv A " " .
g - " n \ - 28-30 - " X n e -
- t L ¢ :
, ‘ - " " - 31-33 - n " "
. 'S . j
T - n " - - - 34-36 - " " " \
v - on n . - - p - "y, n v %
\ . 37-39 b Y . ) $ .
- . . - . n " - 40<42 - n ¢ " " <
A \/ * - ] " - ‘43_'45 - «n oo
/ 0 ¢ K - 9 ‘ “ i
- " " - 4L6-48 | - " con " ‘\

N
- ,
\

!

W
N
f'ﬂ/
4>
1
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Client Record System -,Keypun:?h Instructions . ¢ w ‘
(Short version card layout - corlltinu-ed) oo o ’ - ) )
Block Number ¢ Field Name (Z-L Card Col. - Date Format: ( \“/D
N . ’ v R . V&
' - Block Number .= 55-57 . " - Numeric (100-292)
3 . - " t :
- ’ e -, " - 58-60 - " " n %
N . (‘&‘ Lo g ’ Sk
- " "t -~ 61-63 - no_ i " v
. - " w0 - 64-66 _ 1 " "
. « . " " s - 67-69 ‘ T |I| R
. ! L s .
/ _‘ " " | . j .- 70-7% - / " 1" ; ]
LS 3 . N
- n ] . - 73-75 - 1" nom '
- * ’ v 2 et ’ >
- - Moo - 76-78 - " o o
o . .
\‘ . ( ‘ - K - K3
LS ~ ’ '
. < '
\ *
e . ¥
4 - - v ) &
N @ ‘ - 2 - \-’
1 ¥
. ( _ \ ;
Pd % ’ - B .
N \l . \ A
4 ! ¢ o “
. , ,
. _ , : » e -
- . 1
- » ' \ )
[ S . a &y O ' ? . ‘
! ] PN ,
& .
) . * ” —_—N
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ﬂPROGﬂAM ID: |

DESCRIPTION: "
fr, -
INPUT:
, OUTPUT:
]

.each data field. All blank data fields are dr

“* USERS SYSTEM
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CLIENT RECORD SYSTEM~ "
. \ . . LI - .
t4 . , ;.‘ K ‘, ‘ ; - \Q , -
. L Cla Lot oL B
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N7 A 'y \&}\l. . ’ . ".\ - ‘
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This program reads thé'Clﬂgﬁt Rebord'Systém data cards -
and creates d disk record.for each blogk 6f infarmation.

,Each disk record contains case humber,,ubdage code

+

block number and data. Tables are used for card codes A >y
thru M which contain the block number and field length for - :
pped except v
ic*case o
e. Invalid -

for deletion records. Checkégﬂﬁg.done for hu
fumber, valid card codes, and valid update ¢

-records are listed and dropped. | L , :
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PROGRAM NAME :

PROGRAM ID:
: Q

-

DESCRIPTION: .
/)v N

~INPUT: .

OUTPLA :

"| EDIT ~ CRS

- is “found in errgr, it is listed on the printer and

XCRSSFIE', ‘CRSDEMO, TRSCREF, CRSCOST, CRSSTAT (DISKS)
) : :. B / '—

USERS ' SYSTEM
CLIENT RECORD SYSTEM" L.

[ . . o

CRS@g2 KR
This program eads ch transaction and edits jt
ock description master's audit speci-
If the data

against the' b
fications, F und for each block code.
dropped from the file. Totals are printed for each n A
agency by transaction type 5idd,'change,-deiéte); L '

. R . . v/ \

2

CRSEDIT’ (DISK) « ] o
REJECT & RECAP LISTING y : N
CASE FILE : ' .

o , - ) .
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NOTE: Only twenty-four (24) case numbers can be added;ih a single-
! " execution. % ’

PROGRAM NAME: .
PROGRAM ID:

DESCRIPTION:

INPUT:

.

OUTPUT :

OPTIbNS:
w
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\
* ‘= ,.
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Update All CRS Files B .
h . ] - _ N \\
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.This ptogram reads the CRSEDIT file and addj#= changes
-or deletes the record”according -to the update \code.

It.will replace the existing record with the new or

-changed one. ! . Vv

. R
CRSSFLE, CRSDEMO, CRSCREF, ckSCOST, CRSSTAT, CRSEDIT
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» DESCRIPTION: " This program reads the disk file created by the
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getting the informa;ion from the ma(ﬁter files.
N o

. A !
0. U
OUTPUT: °
id -
' l
- .
v
‘
s
-
N
- @
¢
|
7 i *
| I (
1]
» o
. '
ﬂ .
. I
”e .
\ .
. S
L .
-
.
p »
el ! v ‘

CASEFL, CRSDEMO, CRSCREF, SCOST, CRSSTAT

[ i *
/ '
TURNAROUND REPORT (721R) N A
\\
¢ / }‘h
,‘ R .‘t‘
- . . \
- LIRSS LY
: ¥
’d L2 .
. -
' ! - > ‘
| o
~107- ‘ \

214



r

L

PROGRAM

PROGRAM .ID:

DESCRIPTION:

- INPUT: ” -

OUTPUT: -~

\\
OPTIONS:

-i?

NAME:

" Backed up files tape-

~ .
, v BN . .
“‘USERS SYSTEM . > ° Q.
'CLIENT RECORD SYSTEM °
° i a
vy - . .
BACKUP CLIENT RECORD MASTER FILES
. ' . i
CRSBKUP Co ot .

n

Backup the Search Demo

PR
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CRSSFLE, CRSDEMO, GRSCREF, CRSCOST, CRSSTAT

v
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DESCRIPTION: Reorganize,‘khe Search, Demographic, cross reference; -
: cost, and status Files from tape.’ :
A~ ' L . oL e .
. < : -
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. N ‘. 4 ! .
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T, ¢ ‘. .
) OPTIONS: v None
l X . 4
. : . » N H] .
3 ‘ \ - ) 1 )
- . . i .
/ T N . . — ‘
- )
i
\ v : .
. ~ ,/M/
. ) -
- -104- _
34
. & hd "



;
V4
« n@
PROGRAM NAME :
PROGRkM iD: -
DESCRIP: LN:
\ < IE:F
Q: . -
[ INPUT:
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OUTPUT: ,
o , OPTIONS:
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LOAD BLOCK DESCRIPTION MASTER ) !
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«

This program creates the block description master
file via a card deck. » This'deck contains all the

. field definifions of the 721R and % forms. Every
time the block description file is created, a
listing of the file will ‘print, = § -
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. - AT R
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* PROGRAM’ NAME :

PROGRAM ID:

Y L
.DESCRIPTION:

&

“INPUT:
"" OUTPUT: .

OPTIONS:

.-

USERS SYSTEM

-

CRIENT RECORD SYSTEM

v

Print Block Description File

>

‘CRSB@2

»

This program prlnt;gthe Block De3cr1pt10n File in the

same format as . the Create.
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PROGRAM NAME:

IR

“PROGRAM 1ID:
= -

§ -

» ‘ . 4 v

.“g
_ USERS SYSTEM - \,
:  CLIENT RECORD SYSTEM-

»

4 .

l » ‘ . ‘ . , - .
BLOCK DﬁS@R.IPTION‘ MASTER BACRUP
CRSB@3 . R

.

BESCRIPTION: ¥ Create_a backup to the Blockﬂ Description Master File

LY

INPUT:

- OUTPUT: -

»

OPTIQNS:
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PROGRAM "NAME :

PROGRAM 1D:

- N\

DESCRIPTION:
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_DELET IONS ) .
P
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“ Active Code should be one
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Case number can net .be on file . - -
Long Versio? only (card code A to M) DA L
- . . . Al I

Code number must be on filé . 9'/C\- _
(Active code“should be' two ﬁw\.\ g
Short- (cardpcpde1X) or long version (cqrd code A to PD
Long version with a,block field”Vefit blank will not move
‘blank to field; short version, left bladk w1ll not; clear \
a field. * .. | , .
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Case number must be on file

Active cod& should be two ‘
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